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General Information

Chapter 1: General Information

What is the purpose of the SOA Tool User Guide?

This User Guide describes the basics of accessing, navigating, and using the SOA Tool to
provide the FMO with information on your management control program, including submission
of your command’s Management Control Certification Statement for inclusion in the DON’s
Annual Statement of Assurance.

What does this User Guide describe?
This guide describes how to:

Access the Tool

Log into the Tool

Create a user account

Navigate the various forms and screens
Input, save, and submit data

Get help and obtain instructions in the Tool

What is the SOA Tool?

In FY 2002, the FMO developed a web-based system to enhance the Statement of Assurance
reporting process. The purpose and value of the system are to improve:

e [Efficiency — the Tool streamlines the SOA data collection and reporting process.
Access — it allows Commands user-friendly and easy access to submit updates and
certification statements.

e Monitoring — the Tool provides a mechanism to track accomplishments and weaknesses
throughout the year.
Control — the Tool provides all relevant SOA requirements and guidance in one place.
Consolidation — It acts as a central database and audit trail for the SOA.

What information does the Tool capture?
The SOA Tool encompasses all four segments of the SOA reporting requirements:

e New Weaknesses

e Prior Period Weaknesses

e Accomplishments

e Management Control Certification Statement

Commands will be able to input weaknesses and accomplishments at any time during the year
and track progress on their weaknesses throughout the year. The command has the capability of
reporting to the next level of command any weaknesses it determines to be “material”. In
addition, prior period weaknesses will be maintained in the system so that commands can record
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their progress throughout the year. At year-end, commands will complete a questionnaire to
generate their Management Control Certification Statement and report it to the next level of
command.

What are some of the features of the Tool?
e The SOA Tool is a secure site and requires a login and password.

e Through a message system, users will have the capability to communicate with each other
within the Tool. Users may use the message feature to share ideas, ask questions, and
provide suggestions to other users or to all users of the Tool. The message feature also
allows users to attach files to their messages.

e The Tool has an e-mail “alert” system that sends an e-mail to the appropriate user’s DON e-
mail (outside of the Tool) whenever any action occurs (e.g., when a user sends its
Management Control Certification Statement to its next level of command, the Tool
automatically sends an alert e-mail to the POC for that next level of command, notifying
them that they have something in the Tool to review).

e The SOA Tool will allow commands to send information back and forth (e.g., if a
subordinate command submits a weakness to its Echelon 1 command, the Echelon 1
command has the capability of writing comments or questions about that weakness and
sending it back down to the subordinate command for review).

e The Tool has an extensive audit trail system to track modifications of the data. The Tool
provides a status of when a document was last modified and by whom.

What will the information in the Tool be used for?

The FMO will use the data submitted to it to prepare the DON’s Statement of Assurance. The
reporting process will be similar to the manual process, except for the use of the automated Tool
to facilitate the process. (Note: Information that a command decides to retain at its level (i.e.,
does not report to the next level of command) simply resides within that command for continued
monitoring purposes.)

Who will use the Tool?

The SOA Tool is intended to be used by each command’s MCP Coordinator or Alternate MCP
Coordinator.

Who sees the information in the Tool?

Only the command that has input information into the Tool has view of it, until such time that it
sends that information to the next level of command. For example, a user at the subordinate
command level enters a weakness into the Tool. The user has the option of reporting the
weakness up its respective chain of command or retaining the information in-house. Only if the
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user decides to report the information and submit the data to their respective Echelon 1
command, will the information be visible to the Echelon 1 command. The same applies to the
Echelon 1 commands—until the information is submitted to the FMO, no one else can view or
access its data.

Who is the SOA Admin?

The SOA Admin is the administrator for the SOA Tool. The Assistant Secretary of the Navy
(Financial Management and Comptroller) (ASN (FM&C)) Office of Financial Operations (FMO)
is responsible for that function.

What is a Security and Privacy Statement?

As with any web-based application, the thought of an invisible administrator may be a bit
unsettling. To calm your anxiety, we have provided answers to a few of the questions you may
have regarding the user information and data provided in the Tool.

Who will see my User Profile?

Your user profile is visible only to the SOA Admin and yourself in the My Profile section of the
Home page. However, your password information is encrypted, and is not seen by the SOA
Admin for any reason. The information you provide in your user profile is considered private
and will NOT be made available to any source outside of the ASN(FM&C) FMO.

Who will have access to the data I enter?

Only the command that has input the information into the Tool has access to the data, until such
time that it sends that information to the next level of command. Only when it submits the data
to the next level of command will the information be seen by that next command level.

Who do I contact with questions about the Tool?

For any additional questions you may have regarding the security or functionality of the SOA
Tool, please contact:

e soatool@fmo.navy.mil

e 202.685.6064 or 202.685.6738
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Navigating the Tool

Chapter 2: How Do I Get Started with the Automated SOA Tool?

What other software do I need to use the Tool?

You may ask if there are any specific tools you need to successfully begin using the web-based
Tool. While the Tool will work with any web browser (e.g. Microsoft Internet Explorer,
Netscape, etc.), the site is best viewed with Microsoft Internet Explorer (IE), version 5.5 with
Java enabled.

If you are not certain which version of IE you have, you can find out by clicking on Help in the
top menu bar.

] Welcome to the Statement of Assurance - Microsoft Internet Explorer

| File Edit ‘View Favorites Tools | Help
e Back + = - @ 3 | @5 Cortents and Indes - | %, h -

J Tip af the D
J.ﬁ.ddress @ hiktp: f e Friosystems, nas: pe e

Far Metscape Lsers
Links [__] Pw Links @ Cenkra Symposi.  Tour T&%E Deskiop Menu @ Innowative Technology G
Cnline Suppart
Send Feedback

about Internet Explorer

Department of the MNa

Then scroll down and click on "About Internet Explorer."
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An information box appears with the IE logo and version number, as indicated by the arrow in
the graphic below.

About Internet Explorer

Mhi'osEﬂ“ I E I

Version: 5,50,4522,1800C0

Cipher Strength: 128-bit (Update Information )
Product ID:51873-270-9510354-091 26

Ilpdate Versions:; SP1; q254518; Q286045; g=290108;
QZ99618; Q303355 0319182,

This is & customized version of Internet Explarer,

Tl
Based on MCSA Mosaic, NCSA Mosaicl TH); was -
developed at the Mational Center For Supercomputing =33
Applications at the University of Ilinois at Urbana- -
Zharmpaign, ;I J

=1
Copywright ©£19935-2000 Microsoft Corp. i
Acknowledgements

Ft

Disclaimer . Coaction S0B _
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How do I enter the Tool for the first time?

To access the system, type https://www.fmosystems.navy.mil\soa in the address bar of your web
browser. (Hint: Make sure to add the letter “s” after http—https)

/3 Welcome to the Statement of Assurance - Microsoft Internet Explorer

File Edit ‘“iew Favaorites Tools  Help

‘= Back ~ = - @ i | @Search (3] Favarites @Media @ | %v = =

fddress "-Gj https: /e, Frosystems, naswy  mil/ 508,

Links @Search the web with Lycos @IBM Business Transformation @IBM Inkernal Help @IBM Standard 5

Upon entering the site for the first time, you will receive a message indicating that the security
certificate for the site you are accessing is valid and asking you if you wish to proceed. When

you see this message, click on the "Yes" button. The site will then load the SOA Tool login
screen as seen below.

; Welcome to the statement of Assurance - Microsoft Internet Explorer

=& x|
File Edit Yiew Fawvorites Tools Help ﬁ
B L | ﬁ| @hsearch [GgFavorites G Media ®| S =t
Address I’.Gj https: }{Fmosystems.nawy . mil/soa) j @GU
Liriks @Search the Web with Lycos ”.ci]IBM Business Transformation @IBM Internal Help @]IBM Standard Software Installer [ ]BCS Learning & Knowledge | Federal [ ]IEM Links >
Department of the Navy
Statement of Assurance
Featured Links
Larn a new user.
Passwors: Loty s
| cannot sign in.
User Guide
- FAQS
with Internet d above. Contact PO,
Developed by:
|fej Done

’_ l_ E | tnternet
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What is the “Featured Links” box on the login page?

The Featured Links box located on the right-hand side of the login screen includes links to
provide you with information for new users, signing-in, instructions on using the tool, and
contacting the FMO. You do not need to log into the Tool to see this information. Each of the
links will be explained in greater detail in the next few sections of this User Guide.

Department of the Navy
Statement of Assurance

Featured Links

(IETTW T E T ([l Flease type your DOM email address here.
L arn & new user.

passwore: | ot my nassond

| cannot sign in.
Sign In Uszer Guide

FAls
with Internet ExplarerS 5 and abowe. Contact PO,

Deweloped by
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How do I set up my user profile for the Tool?

Now that you have the proper web browser to best display the SOA Tool, you will need to
register for the Tool and set up your User Profile. To begin, click on the "I am a new user" link
on the SOA Tool login screen.

Department of the Navy
Statement of Assurance

Featured Links

Username: . Please type your DON email address here.

Passworc: | o
| cannot sign in.

Sign In Uszer Guide
FAls
with Internet ExplarerS 5 and abowe. Contact PO,

lam a new User.

Deweloped by
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The system will then take you to the User Profile Form, where you can enter your user
information in the spaces provided. You must enter data for all fields that have a red asterisk (*)

next to them, as these are required fields. (Note: For the Address information, please enter your
work address.)

User Profile Form

The following form contains information pertaining to & user account. Fields highlighted in red text are required.
Fleaze make an effort to fill out the form as accurately as possible.

* First Hame i

* Last Hame i

Middle Hame |

* Your Command ;Please Select ;1

* Reports To... i

* Address Line 1 i

Address Line 2 i

xcﬂyi

* State! Zip Code | Alabama 3l

* Country | US4

* Phone ;
Fax ;

* User Hame/Email i

EThe email address will be your user name.i

Paszword must have a minimum lenogth of 6 characters,
The first character of the password may not be a number.
At least one character must be a letter.

At least one character must be a number.

Paszword may not have spaces.

Paszword must have at least one special character,

Password Rules

* Password i

* Confirm Password i

When you select the command to which you belong (“Your Command”), the “Reports To...”
field is automatically populated based on your selection.
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Please provide your valid DON e-mail address in the “User Name/Email” field.

The e-mail address you provide will be your user name to log into the Tool.

After you have populated your user information, you must then set up a password before you can
begin using the system. When setting up your password, please follow the password rules
indicated. Remember that the password must be at least six characters, including at least one
number and one special character (some examples of a special character would be: !, @ ,#, $,
% ,”, & ,and *). The password cannot begin with a number or special character.

* Phone i
Fax i

* User Hame /Email i

EThe email address will be your user name.é

Pazzword must have a minimum length of 6 characters.
The first character of the password may not be & number.
At least one character must be a letter.

At least one character must be a number.

Paszword may not have spaces.

Paszword must have at lesst one special character.

Password Rules

* Pagsword i

* Confirm Password i

Once you have finished populating your password information, click on the "Submit" button at
the bottom of your screen. A message will appear telling you that your profile will be reviewed
within one business day and that you will receive an e-mail upon approval.

Click on the "OK" button, and the system will return you to the login screen.

You will not be able to access the Tool until you have received an e-mail approving your profile
form from the SOA Admin.

10
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How do I access instructions on using the Tool?

While you are waiting for your account to be activated, you may access this user guide from the
login screen by clicking on “User Guide” in the “Featured Links” box on the right-hand side of
the screen. You can access this user guide at any time without having to log into the Tool.

Department of the Navy
Statement of Assurance

an in below. Featured Links

T P Lol Flocce type vour DON email address here.
e | am a new User.
password: | « Lforgot my pasaword

= o FAQSs

= best with Intermnet Explorer5.5 and abowe.

CDeveloped by

Where can I get more help on the DON Statement of Assurance?

The “FAQs” button links you to Frequently Asked Questions (FAQs) about the DON Statement
of Assurance. You can access this at any time without having to log into the Tool.

11




Navigating the Tool

How do I log into the Tool?

At this point, you have already submitted your user information into the SOA Tool and you are
waiting approval from the SOA Admin to begin. Once you have received the e-mail confirming
that your user profile has been approved and activated, you can begin using the tool. To access
the system, go to the SOA Tool login screen by typing https://www.fmosystems.navy.mil/soa in
the address bar of your web browser.

43 Welcome to the Statement of Assurance - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

‘A Back -~ = - @ i | @Search (3] Fawarites @Media @ | %v = =

Address @ hitbps : f e, Frnosyskems, naywy . milfs048,)

Links @Search the Web with Lycos @IBM Business Transformation @IBM Internal Help @IBM Standard 5

(Note: For ease of use, you will want to save this address as a favorite. You can save an address
by clicking on "Favorites" in the top navigation button, and then clicking "Add to Favorites"
from the drop down menu as shown below.)

-zJ Welcome to the Statement of Assurance - Microsoft Internet Explorer
| File Edit View | Favorites Tools Help

J = Back = = - Add ko Favorites. . E -

J.ﬁ.ddress &1 hitp:f e iJrganize Favarites. .,

A pop-up box will appear with the following text: "This page contains both secure and non-
secure items. Do you want to display the non-secure items?" Click "Yes." The system now takes
you to the login screen. On the login screen, enter your Username and Password in the input
boxes on the lower left corner of the screen. (Note: your Username is the e-mail address you
provided when you set up your user profile.) Click on the “Sign In” button. The system should
now take you to the SOA Tool home page.

12
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What if I have forgotten my password?

In the event that you have forgotten your password, click on the "I forgot my password" link
located in the “Featured Links” box on the right-hand side of the login screen.

Department of the Navy
Statement of Assurance

Auctivated us qn in beelaw, Featl.lred Links

Username: . Please type your DON email address here.
Farm d e USer,
Passwore: [ Lforgst iy password

Loannnt cinn 0

Ussr Gut
]

¢z best with Internet Explorer5.5 and abowe. M

Deweloped by

13
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The system will now prompt you for your username. (Note: Your username is the same as your
DON e-mail address that you typed in the “User Name/E-mail” field when setting up your user
profile.)

Request Password Reminder

If wou are an activated user and have forgotten your password, please enter
wour S04 Lzername (your redistered DON email address) belaw . We will send
the password to vour registered email. You may also cortact the FMO via email
if ywou require further assistance.

Username: | Pleaze type your DON email address here,

When you see the prompt above, enter your username and click on the "Submit" button. A
popup box will appear telling you that an e-mail has been sent to your account. The system will
then send your password to the e-mail address you provided within one business day.

14




What if I cannot sign in?

If you are having problems signing in, click on the “I cannot sign in” link located in the

“Featured Links” box on the right-hand side of the login screen.

Department of the Navy
Statement of Assurance

rated users sign in

Username: . Please type your DON email address here.
Passwore:

est with Internet Explorer5.5 and abowe.

Navigating the Tool

Featured Links

lam a new User.

| cannot sign in.

Ly Fant L

FAQs
Contact FRO.

15
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A list of frequently asked questions (FAQs) regarding login will appear.

/J statement OF Assurance - Microsoft Internet Explorer —[&]x]

J File Edit view Favorites Tools Help ﬁ

J GBack - = - (@) 7t | {Qsearch (G Favorites £ Histary | By S v
Jnddress I@ http: e Frnosystems, navy  mil{soafindes, cim?fuseaction=getHelp j @Go
J Links [_JPwClinks 4] Centra Symposium 4] Customize Links & | e-T&E Desktop Menu @] Innovative Technology Group - Home 48] Centra & ]ENCOMPASS & ]MSN.com >

Department of the Navy
Statement of Assurance

How do | sign-up?

It's easy. Click here to go to the guick sign-up form, complete and submit it. ¥ou will receive confirmation that you can use the
system soon. Please note: You cannot use the SAQ Tool until you receive positive confirmation that your account has been
activated. The confirmation will arrive as an email from the FMO.

When should | sign up?

You can sign up at anytime but you'll save time if you sign up now. You need to be signed up and approved before you can use
the Tool.

Are there any rules for creating a username and password?
Please use your full DOM organizational email as your usernarme.
Example of a full DON email username is: jane. doe@navy. fro.mil
The rules for password are:

1. A password needs to have a minimurn of 6 characters and a maximum of 17,
2. The first character of the password cannot be a number.

3. At least one character must be a letter.

4. At least one character must be a number.

5. Password cannot have spaces.

B. Password should have at least one special character (eg: underscore, dash, |, @ , # §, %, &, 7, [, ), and dot)

Allowable characters for password are a-z, A-Z, 0-9, underscore, dash, |, @ # §, %, &, %, (,), and dot.
If you try to register & username that is not within the above parameters, you'll receive an error message

Why do | have to tell you my e-mail address? Why do we have to use DON email as our username?
Admit it-you're worried that we're going to sell your information to some company that will spam your inbox with junk. Your

concerns are valid. With the proliferation of systems which one needs to access in everyday life, it has become mission

4

&7 Done [ [ Internet

Hopefully, you will find the solution to your problem. If not, follow the steps to contact FMO.

16
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How do I contact the FMO?

If you cannot resolve your sign-in problem, or you need other assistance, you may contact the
FMO by clicking on the “Contact FMO” link located in the “Featured Links” box on the right-
hand side of the login screen.

Department of the Navy
Statement of Assurance

Activated uzers sign in below, Featured Links

Username: ' Plesse type vour DON email address here, .
L atm a new uset.
Password: Liogot my password

| cannot sign in.

User Guide

-
= best with Internet ExplorerS.5 and abowe, Contact FMO.

CDeveloped by

17
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If this feature does not work, click on the Tools menu of Internet Explorer. Then scroll down
and click on Internet Options.

J Welcome to the Statement of Assurance - Microsoft Internet Explorer

J File Edit ‘iew Favorites | Tools Help

$RBack * = - @ 7 Mail and News L @Histurv ||%v =h v

Synchronize. ..
J.ﬁ.ddress IE http:f fise Froosyst Fuseaction=Lagout

Show Related Links
Links [ Pwi Links @ Centra o Reisted Hn Links @ e-T&E Desktop Menu @ Innovative Technology Group - Home

Internet Options. ..

The following popup box will appear.

! —Internet programs

] %4 ‘fou can specify which program Windows automatically uses
N @“r For each Internet service,
HTML editor: | Micrasaft Waord For Windaows j
E-mail: Outlook Express j
Hokrnail
MEWSFOUPS: || opy iz bokes

Outlook Express

Internet call:

Calendar: I j

Conkack list: I.ﬁ.ddress Book, j

Yol can reset Internet Explorer bo the default

Paet s Sattings. . home and search pages,

¥ Intermet Explorer should check to see whether it is the defaul:

| Ik I Cancel Apply

Pleace fona wmnr TN 2man

Click on the “Programs” tab. Select an e-mail service. Then click on “Apply” and then “OK”
located at the bottom of the window. This will set up the default e-mail in your Internet browser.

18
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Click on “Contact FMO” on the login page again to send an e-mail to the FMO.

Department of the Navy
Statement of Assurance

Activated users sign in below,

Username: ' Plesse type vour DON email address here, .
Password: [

best with Internet orer3.5 and abo

CDeveloped by

Featured Links

L am a new user.
| forgot my password.

| cannot sign in.
User Guide

Contact FRO.

19
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What is the Disclaimer button on the login page?

The Disclaimer states that the Department of the Navy bears no responsibility for the accuracy or
the content of external sites, which may be listed within the pages of this server.

Department of the Navy
Statement of Assurance

Activated users sign in below,

Username: ' Plesse type vour DON email address here, .
L atm a new uset.
Password: Liogot my password

| cannot sign in.

User Guide

FAQs
teepeadis biest with Internet ExplorerS.5 and abowe, M

Featured Links

CDeveloped by

20
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Chapter 3: How Do I Navigate Around the Tool?

How can I see the entire Tool screen at once?

Due to your computer monitor resolution factors, you may not be able to view the entire SOA
Tool screen at once or, sometimes it may look a little scrambled. One way to solve the problem
is to set your text size to a "Smaller" or "Smallest" size as shown in the picture below. To
accomplish this, do the following:

1. Click on "View" menu button of your Internet Explorer
2. Click on "Text Size"
3. Click on "Smaller" or "Smallest"

“j Welcome to the Statement of Assurance - Microsoft Internet Explorer

J File Edit | View Favorites Tools Help

s= Back - Toolbars P larch [ Favorites @Histnry ||%v =

v Sktabus Bar

J
J.ﬁ.ddress IE Sl e " mnilfsoa)
ks 1P

Lirks [ Paa - R m @Custnmize Links @e-T&E Desktop Menu @Innwative Technalogy ¢
o To
Skop Esc
Refresh F5

Text Size

Largesk _
Ercoding P Larger f the Navy

LTI Assurance
Source
i Smaller
Scripk Debugoer 3 =
amallest
Full Screen F11

Another way to see more of your desktop screen is to press the "F11" button on your keyboard.
Press "F11" again to bring it back to the original size.

21
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What are the SOA Tool Features?

Certain features available for your convenience are accessible on almost every page within the
Tool.

Top Navigation Buttons
Tabs

Department of the Navy
Statement of Assurance

Prior Period Weaknesses current User:

Prior Period Weakness Form

[ Returnto List | Print Page | Export Page | Current FY:

Use the following form to erter new weakness informstion. Figlds highlighted in * red text are required. Plesse make sn effort to fil out the form as

accurately and completely as possiblz. Form Status:

Description of Material Weakness

1100 Characters Remaining

Created:

* Title of Weakness

| Wilitary Personnel Recruiting.

Description of Weakness 15000 Characters Remaining

The Departmert of the MNawy (DOM) must properly and efficiertly manage ts active and reserve recruiting functions to maintain & ready fopte. [14-
The DON established an accession plan that allovwed for recruitment of reserve personnel LR to 125 percent of funded reserve bilet
reguiremerts; this could potertialy result in recruitment of reserve personnel in ratings where they are not reguired. The Nawy's fiscalyear (FY) Current Owner:
2007 active recruiting plan lmited summer recrult training to fewer individusls than could actually be accommodated by the Recruit Training

Functional Category 15000 Characters Remaining

Status Area

22
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Top Navigation Buttons

Navigation buttons are located on a yellow bar at the top of every SOA Tool screen. There is a
button for the home page, FAQs, User Guide, messages, feedback, and logout. Each of these
will be explained in greater detail in later sections of this User Guide.

[ 0H-:ume| W Facs | 1 User Guide] <% Messages| ! Feedback| eLDgDutl
[ GIN— | |

Status Area

The status area to the right of your screen provides the user’s command name, the user’s name,
and the current fiscal year.

Current User:
i

el _h Test

Current FY:

e

2005

On the input forms for
weaknesses and

Form Status: . .
accomplishments, an audit

Sent to Echelon 1
trail of the document is
Created: also provided here,
CNo chno indicating who created the
ChO form and when and who
1 2002 modified the form and
when. The Current Owner
Modified: tells you who currently
00 Cho has the editable version of
the form.

04-04-2003

Current Owner:

CRO

23
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Tabs

The input forms for weaknesses and accomplishments, as well as the certification statement, are
easily accessible by clicking on the appropriate tab below the yellow menu bar. Each of the tabs
will be explained in greater detail in later sections of this User Guide.

Department of the Navy
Statement of Assurance

| € Homel B Fags | i User Guidel <

24
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Tables

When you click on the weaknesses or accomplishments tab, you will come to a table listing of
saved weaknesses or accomplishments. Some features available in almost every table include
the following.

You can view previous

You can sort the weaknesses by years’ final SOA data by

Forms are available on clicking on the headings such as clicking on the “Fiscal
the left top corner of the “Created By”, “Created Date”, and ~ Ycar’ drop down and
table. Click on the link “Status”. selecting a year. All

to obtain a blank form. historical data is read-only.

“
%

é Individual Hew Weaknesses

Current FY:
s=l 2004

Status 2004

Created By Created Date v

Lser MAVSEATLSNAVSEATS 2003-06-22 Fending with Echelon
Puchase Ca.. 16:38:13 3 =
[Read Cnly]
DON MCP.. ser MAYSEAD4MMAVSEAD LY 20!33-.06-22 Sentto Echelon 2 r
I 15:36:33
Jser 2003-06-149 Fending With FMC
. COMMAYSEASYSCOMICOMMNAYSEASYSCONM 14:52:57 Admin =

[Read Only

’ Send To Echelon 1 Send To Echelon 3 ' . Print Above Table ’
e e —

To see the weakness
or accomplishment,

lick its title.
click on 1ts title These buttons will vary

depending on whether
the user is Echelon 1, 2,
or 3. It allows the user
to send selected
weakness(es)/or
accomplishment(s) up or
down their chain of
command or to FMO.
The table above
represents an Echelon 2
user.

This button allows the user to delete
weakness(es)/accomplishment(s)
selected by the user. Once deleted,
they are removed from the list.

Another feature on this page
is the ability to print the
table listing of weaknesses
or accomplishments. Click
the button “Print Above
Table” to do this.

25




Navigating the Tool

Input Forms

Weakness and accomplishment information will be input and saved in forms.

To navigate around the
form, use the scroll button
that appears to the right of
the screen.

Department of the Navy -.‘.?j
Stateniant of Assurance N

| OHomel WFAGs | 1 UserGuide] # Messages| ! Feedhack| oLngout

Priar Period YWesknesses Accomplishments Certification Current Use

P ior Period Weakness Form
[ R turn to List | Print Page | Export Page | | Save Form J|

edthe follovving form to enter nesw weakness information. Fields highlighted in * red text are required. Pleaze make an effort to fill out the form as
acclrately and completely as possible. Form Status:

Penc Echelon

Dekcription of Material Weakness
* Tifje of Weakness MO0 Characters Remaining
?ess Material and Unrecorded Inventories (050 ##33-0620.

scription of Weakness 3E53  |45000 Characters Remaining

Department of Mawy (DOM) activities did not exercise necessary oversight to ensure the implementation and monitoring of subordinate
a] Information commands" controls over Government furnizhed material beld st cortractor stes, including irterim supply support contractors, resutting inthe
DOk maintsining excess material, incurring unnecessary storage costs and not fully realizing cash value from disposal of excess material.

Functional Category 5000 /5000 Characters Remaining

Select a category: Erter category notes
I Supply Cperations j

Justification S000 |/5000 Characters Remaining

Select one or more justifications): Erter justification notes

Actual or potertial loss of resources

Pace of Corrective Action [Go To Top]
Year ldentified

F 1893 §F 1990 for #90-020)

Original Takgeted Correction Date

Cr 4 AT FO Y 0T AT 00 A

To the right of the form is a status
arca. You will find such
information as command name,
user name, current fiscal year,
status of the form, who created it,
when, and by whom and when it
was last modified. You will also
find a status called Current Owner.
This tells you who currently has the
editable version of the form. The
status area is updated each time you
save the form.

Quick navigation buttons on the left-hand side of the
screen are also available. This form is categorized
into seven sections, as are the navigation buttons.
By clicking on the section name, you will be taken
directly to that section of the form.
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You can also export this form to Microsoft Word or print it. At the top left-hand side
of the form, you will see the links that allow you to print the form or export to Word.
Click on the link Print Page or Export Page in order to do so.

There is also a link, Return to List that will take you back to the table listing of saved
weaknesses and accomplishments.

Assurance

| OHomel M FAGs | 1 User Guide] +° Messsges| ! Feedback| gLogou

Accomplishments Cerification

Save Form

Bl following form to enter ness wege®== information. Fields highlighted in * red text are required. Please make an effo

accurately aMmTmmhsbelpesmrT =T

Description of Material Weakness

* Title of Weakness MO0 Characters Remaining

| Excess Material and Unrecorded Invertories (OS0 ##33-062).

Description of Weakness 3633 |/5000 Characters Remaining

Department of Mavy (DON) activities did not exercize necessary oversight to ensure the implementation and monitaring of sMbordinate il
commands" cortrols over Government furnished material held at contractor stes, inchuding interim supply =upport cortragtors, resulting in the
Lo maintaining excess material, incurring unnecessary storage costs and not fully realizing cash value from dizposal 0f excess material.

-l

Please remember to save your work. The save button is
located at the top right-hand side of the form and/or at
the bottom of the form.

TIP: If you are inputting large amounts of data, please
hit the save button after entering text into each box of
the form.

Each time you create a new weakness/accomplishment
and/or save a weakness, a popup box will appear telling
you the results of your actions (i.e., You have created a
new weakness). Please click the “OK” button to
continue.
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The text boxes/fields contain the following features.

Above each text box is the heading. If the
text is in red, it is a required field and must
be populated in order to save the form.

Navigating the Tool

Each text box is provided with a
counter to track the amount of data
input.

TIP: If you paste text into the boxes,

iption of Material YWeakne

N

* Title of Weakness f_l:ﬂ 100 Characters Remaining
A

the counter will not update until you
click in the box. If you paste text that
is over the maximum amount of
characters, the form will be saved

only up to the point where the
maximum amount was reached.
Description of Wedkness 5000 ] J5000 Characters Remaining

N

Instructions for the information to be input can
be found by placing your cursor on the “Help”
button (question mark). Another window will
open with a description of the heading and
instructions like the box below.

Material Weakness Help

possible.

Description of Material Weakness

Erter the description of & weakness, which should be
confined to no more than three or four sertences, if
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Some fields require standard data that is selected from a drop-down box. Click on the
drop-down arrow and the choices appear. Then select your choice. Some allow you
to choose more than one and will specify if you may do so.

Functional Category 000 [ /S0Q0 Characters Remaining

Select & category: r category notes

Mone Selected /

Mone Selected
Cammunications andior Inteligence andior =ecu
Camptroller andfor Resource Management
Contract Administration

Force Readiness

Erter justification notes

Information Technology

Major Systems Aoguisition

Manufacturing, Maintenance and Repair
Cither (Primarily Transpoartation)

Perzonnel andior Organization Management
Procurement

e T

-

[Go To Top]

dce of Corrective Actiow [Go To Top]

Year Identified
|2EII35 vl

Original Targeted Correction Date
1st Quarter v| |2005 ¥ |

15t Guarter
[late

2nd Quarter

:3ro Quarter
dth Cluarter Izggs vl

son for Change in Dates m #5000 Characters Remaining
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E-mail Alerts

You will receive e-mail messages that serve as alerts or notifications from the SOA Admin.
When you first signed up to use the SOA Tool, you provided an e-mail address, which is also
your user name. These e-mail alerts will arrive at that address you provided in your user profile.
The alerts are sent upon action within the system. Some examples of when e-mail alerts are sent
to you:

e The first e-mail alert you will or already have received is the one notifying you that your
SOA Tool account has been approved and activated. Your user name and password will
be provided as well.

e If your lower level command sends a weakness, accomplishment, or certification
statement to you, then you will receive an e-mail message to notify you that a submission
has been made to you.

e Ifafter you have submitted a weakness or accomplishment to the next level, and that
command sends the weakness or accomplishment back down to you, then you will
receive an e-mail message notifying you of this action.

e You will also receive an e-mail message when the SOA Admin has posted a high priority
message in the SOA Tool.

Broadcast Messages
Broadcast messages are e-mail messages sent by the SOA Admin to the e-mail address that you

have provided. Broadcast messages go to all users of the Tool. Broadcast messages do not
reside in the Messages feature of the SOA Tool.
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Chapter 4: What is on the Home Page?

Home Page

After you have successfully logged into the Tool, you will arrive at the home page.

Department of the Navy

Statement of Assurance

| OHomel M FLGs | i User Guide] < Messages| ! Feedback oLogouﬂ

The purpose and value of the S0A

Tool are to improve: Current FY:

Access by providing Commands
The SOA Tool is a web-based application user-friendly and easy access

that enables the collection and storage of to submit updates and certification
information to meet the SOA monitoring stalements;

and reporting requirements at multiple
echelons and the consolidated DON level.

Skip >>

wswes o,

* You have received 3 Meszagels).
& You have sent 0 Message(s).

%. SOA Bulletin:

You have 0 Mew Weakness(es). WWelcome!

You have ¥ Uncarrected Prior Period Weakness(es).
You have 0 Corrected Prior Period Weaknessies).

You have 0 Accomplishment(s).

The home page consists of the following:
e My Status
e My Profile
e SOA Bulletin

These are described in more detail in subsequent pages.
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Home
My Status

My Status provides you with the number of messages, weaknesses, and accomplishments in the
Tool. You can click on any of the notes listed and you will be taken to the appropriate page.

(= My Profile

® You have received 3 Message(s).
® You have zent 0 Mezzage(s).

4. SOA Bulletin:

& “You have O few Weaknessies). Welcame!

* You have ¥ Uncorrected Prior Period Weakness(es).
& “You have 0 Corrected Prior Period Weakness(es).

& You have 0 Accomplishment(z).
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Home

My Profile

‘

® You have received 3 Message(s).
® You have zent 0 Mezzage(s).

4. SOA Bulletin:

& “You have O few Weaknessies). Welcame!

* You have ¥ Uncorrected Prior Period Weakness(es).
& “You have 0 Corrected Prior Period Weakness(es).

& You have 0 Accomplishment(z).

Clicking on “My Profile” will take you to your User Profile form, which consists of the
information you had input (such as name, address, password, etc.) when first registering to use
the Tool.
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User Profile Form

Pleaze make an effort to fill out the form as accurately as possible.

*First Hame |e2_b

* Last Hame I Test

Middle Hame |

Your Command COMHAVSEASYSCOM
Reports To... CHO

* Address Line 1 | 2740 parter

Address Line 2 I

* City I WASHIMGT M

* State! Zip Code | Alabama x| | 20008

* Country | Uz

* Phone I 2024552666

Fax I

* User Hame/Email I e bh@test.com

|The email address will be yvour user name.

Pazzword must have & minimum length of 6 characters.
The first character of the passvord may not be & number.
At least one character must be a letter.

At least one character must be a number.

Pazavword may not have spaces.

Pazsvword must have at least one special character.

Pazsword Rules

* Passwurd I EEEEE L1

* Cunﬁrm Passwurd I EEEEE L1

With the My Profile feature, you can easily change your personal information, including

The following form contains information pertaining to & user account. Fields highlighted in red text are required.

password, at anytime. This is convenient for someone who needs to make a name change or
whose organization has moved and needs to update address and/or phone number information.
When you press the Submit button, a message will appear telling you that your profile will be

reviewed within one business day and that you will receive an e-mail upon approval.
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SOA Bulletin

The SOA Bulletin contains reminders and other pertinent information updated by the FMO
Admin.

® You have received 3 Message(s).
® You have zent 0 Mezzage(s).

4. SOA Bulletin:

& “You have O few Weaknessies). Welcame!

* You have ¥ Uncorrected Prior Period Weakness(es).
& “You have 0 Corrected Prior Period Weakness(es).

& You have 0 Accomplishment(z).

Home
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New Weaknesses

Chapter 5: What are the Automated SOA Tool User Functions?

(Please note: The term Echelon is used synonymous with subordinate command, organization,
office, etc. within the Tool and this User Guide.)

New Weaknesses

The New Weaknesses tab allows you to add a new weakness and view the listing of your new
weaknesses. Click on the “New Weaknesses” tab to perform these functions.

Department of the Navy
Statement of Assurance

| ) Home| O Fags | i User Guidg] +
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Add a New Weakness

To add a new weakness, click on the “Add New Weakness” link on the top left-hand corner of
the New Weaknesses screen.

S S PSR e ma e —m cm—— P

ment of the Navy
ent of Assurance

Mews YWeaknesses

New Weaknesses

[ Add Hew Weakness ] Selected Fizcal Year: m

Below are all the nevw weaknesp®s associsted with your account. Click on the hyperlink in the "Title" column to view or edit & new weakness. To send or
s Dy ek e B the check b in the "Select” column snd press the appropriste button st the bottom of the page. You may also print this
table uzing the "Print Takble" button at the baottom of the page.

Title ¥ Created By v Created Date ¥ Status 2004

Mo records were found in 2004,

A blank form will appear.
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To begin entering data, simply type in the text boxes provided for each section of the New
Weaknesses Form. Please complete all fields before submitting the new weakness. Remember
to save your work.

Mewy Weaknesses Prior Perit zomplishments Certification Current User:

o]
New Weakness Form
[ Return to List ] Current FY:

Usze the following form to enter nesww weakness information. Fields highlighted in * red text are required. Please make an effort to fill out the form as
accurately and completely as possible.

Description of Material Weakness
* Title of Weakness @ MO0 Characters Remaining
Description of Weakness @ 15000 Characters Remaining

Functional Category @ =000 /5000 Characters Remaining

Select a category: Erter category nates

Mone Selected ;I I i‘
-

Justification @ 5000 {45000 Characters Remaining

Select one or more justification(s):

Enter justification notes

-
Actual or potential loss of resources - z‘

Pace of Corrective Action [Go To Top]

Year Identified @
|2004 VI

Original Targeted Correction Date @

|131Quarter vI |2DD4 VI
Current Target Date @

|131Quarter vI |2DD4 VI
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Table of New Weaknesses

After you have entered in a weakness and saved the form, you will be taken back to the New
Weaknesses table. The table lists individual new weaknesses that you have created and saved. If
you are an Echelon 1 or Echelon 2 command, this table will also list weaknesses received from
subordinate command(s). The table will tell you such information as the weakness title, who
created it and when, and the status of the weakness. To view the weakness, click on the title.

of the Navy

f Assurance

| OHome | B FAGs | i User Guide | #* Messages | ! Feedback | eLogout |

coomplizhments Certification Current User:
FMO
FMO FMO

Mew YWeaknesses

New Weaknesses

[ Add Hew Weakness | Selected Fiscal Year: |ENLd|

Belowy are all the newy weaknesses associsted with your accourt. Click onthe hypetlink in the "Title" column to views or edit & new weakness, To send or
delete s new weakness click the check box in the "Select” column and press the appropriate button st the bottom of the page. You may also print this
table using the "Print Table" button at the bottom of the page.

Current F¥:
2004

Created By v Created Date v Status 2004 v Select
Unmatched Dishursements 11-17-2003 13:59:35 Pending with Echelon 2

Send T Echelon 1 Send Ta Echelon 3 Print Mhove Tabls

Note to Echelon 1 and Echelon 2 commands: Please review the weaknesses sent to you by your
subordinate commands. Click on the title to open the form, then make any necessary changes,
and save the document.
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of the Navy

f Assurance

| OHome | B FAGs | i User Guide | #* Messages | ! Feedback | eLogout |

Mewy Wieaknesses Prior Period Wieak Accomplishments Cettification Current User:

0 PR

New Weaknesses

[ Add Hew Weakness | Selected Fiscal Year: |ENLd|

Belowy are all the newy weaknesses associsted with your accourt. Click onthe hypetlink in the "Title" column to views or edit & new weakness, To send or
delete s new weakness click the check box in the "Select” column and press the appropriate button st the bottom of the page. You may also print this
table using the "Print Table" button at the bottom of the page.

Current F¥:
2004

Title » Created By v Created Date v Status 2004 v

Unmatched Dishur sements FMO, FMC T1-17-2003 1355:38 F‘endin

Send T Echelon 1 Send Ta Echelon 3 | ) Frint shove Table

The table allows you to delete a weakness or send it up to your reporting command. Echelon 1
and Echelon 2 commands may also send weaknesses back down to your subordinate command.
To do this, select the weakness(es) by clicking on the box to the right. Under the “Select”
column a checkmark will appear in the box when selected. Then click on the appropriate button
below the table. When you send a weakness down, it will be removed from the list. It will not
be visible to your command but will appear on the command’s list to which the weakness was
sent.

If you send a weakness up, you will still see the weakness in the table, but the status will change
to “Sent to Echelon (Read-Only)”. The document now becomes read-only—you will still be
able view it but you will be unable to make any changes.

If you delete a weakness, it is deleted in the Tool and removed from the list.

Note: You will be permitted to delete only weaknesses that have been entered into the Tool by
your command.
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The following tables list the different actions that you may take and the status that will appear for
new weaknesses. There is a table for each type of user.

ACTION

Echelon 3 - New Weaknesses

STATUS

EXPLANATION

Create and save new weakness

Pending with Echelon 3

You may continue to view
and edit the new weakness.

Submit new weakness to
Echelon 2 command

Sent to Echelon 2 (Read —
Only)

Pending with Echelon 2 (Read-
Only)

Sent to Echelon 3

You may view the new
weakness, but you cannot
edit it.

The Echelon 2 command
has reviewed the
weakness, made changes
or added comments, and
saved the weakness.

The Echelon 2 command
has returned the weakness
to the Echelon 3 for
review. Check the “Notes”
box of the form for
comments from the
Echelon 2 command.

Submit new weakness to
Echelon 2 command.

Sent to Echelon 1 (Read-Only)

Pending with Echelon 1 (Read-
Only)

Sent to Echelon 2 (Read-Only)

The Echelon 2 command
has submitted your
weakness up to the
Echelon 1 command.

The Echelon 1 has
reviewed the weakness,
made changes or added
comments, and saved the
weakness.

The Echelon 1 has returned
the weakness to the
Echelon 2 for review.

Submit new weakness to
Echelon 2 command.

Sent to FMO Admin (Read-
Only)

The Echelon 2 command
has submitted your
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ACTION

Echelon 3 - New Weaknesses

STATUS

EXPLANATION

Pending with FMO Admin
(Read-Only)

Sent to Echelon 1 by FMO
Admin (Read-Only)

weakness to the Echelon 1
command, who has then

submitted your weakness
up to the FMO.

The FMO has reviewed the
weakness, made changes
or added comments, and
saved the weakness.

The FMO has returned the
weakness to the Echelon 1
for review.

Submit new weakness to
Echelon 2 command

Item Added to Final Document
(Read-Only)

The Echelon 2 command
has submitted your
weakness to the Echelon 1
command, who has then
submitted your weakness
up to the FMO.

The FMO has selected the
weakness for inclusion in
the DON’s Statement of
Assurance.

ACTION

Echelon 2 - New Weaknesses

STATUS

EXPLANATION

Create and save new weakness || Pending with Echelon 2 You may continue to view
and edit the new weakness.
N/A Sent to Echelon 2 An Echelon 3 command

has submitted a new
weakness to you. You
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ACTION

Echelon 2 - New Weaknesses

EXPLANATION

may view and edit the
weakness.

Edit or add comments to a
weakness and send back down
to the Echelon 3 command.

Sent to Echelon 3 (Read-only)

The Echelon 3 command
now has access to the
document. You have read-
only access to the
document and may not
make any changes.

Submit new weakness to
Echelon 1 command

Sent to Echelon 1 (Read —
Only)

Pending with Echelon 1 (Read-
Only)

Sent to Echelon 2

You may view the new
weakness, but you cannot
edit it.

The Echelon 1 command
has reviewed the
weakness, made changes
or added comments, and
saved the weakness.

The Echelon 1 command
has returned the weakness
to the Echelon 2 for
review. Check the “Notes”
box of the form for
comments from the
Echelon 1 command.

Submit new weakness to
Echelon 1 command.

Sent to FMO Admin

Pending with FMO Admin

Sent to Echelon 1 by FMO
Admin

The Echelon 1 command
has submitted your
weakness up to the FMO.

The FMO has reviewed the
weakness, made changes
or added comments, and
saved the weakness.

The FMO has returned the
weakness to the Echelon 1
for review.

| Submit new weakness to

Item Added to Final Document || The FMO has selected the |
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ACTION

Echelon 2 - New Weaknesses

STATUS

EXPLANATION

Echelon 1 command

(Read-Only)

weakness for inclusion in
the DON’s Statement of
Assurance.

Create and save new weakness

Pending with Echelon 1

You may continue to view
and edit new weakness

N/A

Sent to Echelon 1

An Echelon 2 command
has submitted a new
weakness to you. You
may view and edit the
weakness.

Edit or add comments to a
weakness and send back down
to the Echelon 2 command.

Sent to Echelon 2 (Read-only)

The Echelon 2 command
now has access to the
documents. You have
read-only access to the
document and may not
make any changes.

Submit new weakness to FMO.

Sent to FMO (Read-Only)

Pending with FMO (Read-
Only)

Sent to Echelon 1 by FMO
Admin

You may view new
weakness but you cannot
edit it.

The FMO has reviewed the
weakness, made changes
or added comments, and
saved the weakness.

The FMO has returned the
weakness to the Echelon 1

command for review.
Check the “Notes” box of
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ACTION

Echelon 1 - New Weaknesses

EXPLANATION

the form for comments
from the FMO.

Submit new weakness to FMO.

Item Added to Final Document
(Read-Only)

The FMO has selected the
weakness for inclusion in
the DON’s Statement of
Assurance.
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Uncorrected Weaknesses

Prior Period Weaknesses

The Prior Period Weaknesses tab allows you to view a list of uncorrected prior period
weaknesses and a list of corrected weaknesses. It also allows you to update prior period
weaknesses and change them from uncorrected to corrected status. Click on the “Prior Period
Weaknesses” tab to perform these functions.

Department of the Navy
Statement of Assurance

| €9 Home| O3 Fags | i User Guide| <
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Uncorrected Weaknesses

Uncorrected Prior Period Weaknesses

After you click on the Prior Period Weaknesses tab, you will first see a table listing all
uncorrected prior period weaknesses. All uncorrected prior period weaknesses that you created
in prior years or were sent to you by your subordinate command (Echelon 1 and Echelon 2
commands only) are listed here. The table tells you such information as the weakness title, who
created it and when, the status of the weakness, and whether it has been modified or not

(“Altered”).

To View an Uncorrected Prior Period Weakness

To view an uncorrected prior period weakness, click on the title listed in the table.

| OHome | B FAGs | 1 User Guide | < Messsoes | ! Feedback | eLogout |

Accomplishments Cerification Current User:

Priar Period Wesknesses
FHAC

FIMO FMO

Uncorrected Corrected
Current FY:
2004

Below are all the uncorrected prior period weaknesses associated with your account. Click on the hyperlink in the "Title" column to view or edit a prior
period weakness, Click the check box in the "Zelect" and click the appropriste button. You may also print this table using the "Print Table" button st the

bottom of the page.

Altered? v Select

Status v

Created By v Created Date »

FMC, FhO 11-14-2002 10:58:08 Pending with Echelon 2 ki |

Accuracy of Financial Sta... Fhil, FC 11-15-200212:15:01 Pending with Echelon 2 A |

=end To Echelon 1 Zend To Echelon 3 Print Ahbove Table
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The weakness will appear in a prior period weakness form. You may begin updating the data
that appears. Please complete all fields before submitting the weakness. Key fields that
typically need to be updated are the sources, milestones, and contact information. Please ensure
that you have reviewed these fields and made any necessary updates. Remember to save your
work.

Department of the Navy
Statement of Assurance

e | Prior Petiod Weaknesses omplishim or

Prior Period Weakness Form
[ Return to List | Print Page | Export Page |

Use the following form to enter nesw weskness information. Fields highlighted in * red text are reguired. Please make an effort to fill out the form as
accurately and completely as possible.

Description of Material Weakness

* Title of Weakness @ A00 Characters Remaining

| Accuracy of Financial Statements

Description of Weakness @ - 15000 Characters Remaining

For the DON GF | the lack of an integrated transaction-driven general ledger accounting system has contributed to this material weskness, i‘
Balances could not always be reconciled to detailed accounting records due to poor general ledger controls and lack of sufficient audit trails.

For the MWWCF, numerous weaknesses relate to recording of selected assets and liabilties, reconciling records, timely dizposing of excess

azsets, and requesting the appropriste write off autharity. 10 summary the management control weakness consistz of inconsistent, financial ﬂ Current Owner:

Functional Category @ 000 (/5000 Characters Remaining

Select a category: Erter category notes

Mone Selected j I i‘
-

Justification @ 5000 {r5000 Characters Remaining

Select one or more justification;s): Erter justification notes
I ted i
Actual or potential loss of resources - -

Pace of Corrective Action [Go To Top]

Year Identified @
F* 1993487

Original Targeted Correction Date @

4tk Gr, FY 1993
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Uncorrected Weaknesses

At the bottom of the form, you can change the status of the weakness from uncorrected to
corrected. The last field asks, “Has this prior period weakness been corrected?” If you choose,
“Yes, this prior period weakness has been corrected” and press the save button, the weakness
will move from the uncorrected prior period weaknesses table to the corrected weaknesses table.
The next section discusses corrected weaknesses in greater detail. If you select “No, this prior
period weakness has not been corrected,” the weakness will remain in the uncorrected
weaknesses table.

Ha=s this Prior Period Weakness Been Corrected? @

Mo -
Mo

49




Uncorrected Prior Period Weaknesses

Table of Uncorrected Prior Period Weaknesses

After you have finished updating a prior period weakness and have saved it, you will be taken
back to the Uncorrected Prior Period Weaknesses table which will list all uncorrected
weaknesses from prior years. If you are an Echelon 1 or Echelon 2 command, this table will also
list weaknesses that are sent up to you from subordinate command(s).

The table allows you to send a weakness up to your reporting command. To do this, select the
weakness(es) by clicking on the box to the right under the “Select” column. A checkmark will
appear in the box when selected. Then click on the appropriate button below the table.

of the Navy

f Assurance

| OHome | B FAGs | 1 User Guide | < Messsoes | ! Feedback | eLogout |

Priar Period Wesknesses Accomplishments Certification

Corrected

Uncorrected

Current FY:
2004

Below are all the uncorrected prior period weaknesses associated with your account. Click on the hyperlink in the "Title" column to view or edit a prior
period weakness, Click the check box in the "Zelect" and click the appropriste button. You may also print this table using the "Print Table" button st the

hottom of the page. /\

Created By v Created Date » Status v Altered? v Select

Government Travel Charge . FhiC, FMC 11-14-2002 10:58:05 Pending with Echelon 2 A
Accuracy of Financial Sta... Fhil, FC 11-18-2002 121501 Peoding with Echelon 2 A

gu—- | —,
Send To Echelon 1 Send To Echelon 3 Y Print shove Tae”

You will still see the weakness but the status will change to “Sent to Echelon”. The document
now becomes read-only—you will still be able view it but you will be unable to make any
changes.

Echelon 1 and Echelon 2 commands may also send weaknesses back down to subordinate
commands so long as it was created by the subordinate command. Select the weakness sent to
you from a subordinate command by clicking on the box to the right under the “Select” column.
Then click on the “Send to Echelon” button. The weakness is removed from the list and is not
visible to you after it is sent down. It is visible to the subordinate command to whom it was sent
down.
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Uncorrected Prior Period Weaknesses

The following table lists the different actions that you may take and the status that will appear for
uncorrected prior period weaknesses. There is a table for each type of user.

Echelon 3 - Uncorrected Prior Period Weaknesses

ACTION STATUS ALTERED EXPLANATION
Review weakness and || Pending with Echelon || “N” will be You may continue to
select “No Changes 3 displayed for no || view and edit the
Necessary” meaning that weakness.

you have made

no changes to

the weakness.
Review weakness and Pending with Echelon || “Y” will be You may continue to
save changes. 3 displayed for view and edit the

yes meaning that || weakness.

you have made

changes to the

weakness.
Submit weakness to Sent to Echelon 2 You may view new
Echelon 2 command (Read —Only) weakness but you

cannot edit it.
Pending with Echelon || If the Echelon 2 The Echelon 2

2 (Read-Only)

Sent to Echelon 3

command makes
a change to the
weakness
submitted and
saves it, the
altered column
will display a
“Y” for yes.

command has reviewed
the weakness, made
changes or added
comments, and saved
the weakness.

The Echelon 2
command returned the
weakness to you for
review. Check the
“Notes” box of the
form for comments
from the Echelon 2
command.
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Uncorrected Prior Period Weaknesses

Echelon 3 - Uncorrected Prior Period Weaknesses

EXPLANATION

ACTION STATUS ALTERED

Submit weakness to
Echelon 2 command

Item Added to Final
Document (Read-
Only)

The FMO has selected
including the weakness
for inclusion in the
DON’s Statement of
Assurance.

Echelon 2 - Uncorrected Prior Period Weaknesses

ACTION STATUS ALTERED EXPLANATION
Review weakness and || Pending with Echelon || “N” will be You may continue to
select “No Changes 2 displayed for no || view and edit the
Necessary” meaning that weakness.

you have made
no changes to
the weakness.

Review and save Pending with Echelon || “Y” will be You may continue to

changes. 2 displayed for view and edit the

yes meaning that || weakness.
you have made

changes to the

weakness.

N/A Sent to Echelon 2 An Echelon 3 has sent
you a weakness. You
may edit and save the
weakness. When you
save the weakness, the
status will change to
Pending with Echelon 2
and you may continue
to edit the document.

Edit or add comments Sent to Echelon 3 “Y” will be The Echelon 3

to a weakness and (Read-Only) displayed for command now has

send back down to the

yes meaning that

access to the document.
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Uncorrected Prior Period Weaknesses

Echelon 2 - Uncorrected Prior Period Weaknesses

ACTION

ALTERED

EXPLANATION

Echelon 3 command.

you have made
changes to the
weakness.

You have read-only
access to the document
and may not make any
changes.

Submit weakness to
Echelon 1 command

Sent to Echelon 1
(Read —Only)

Pending with Echelon
1 (Read-Only)

Sent to Echelon 2

If the Echelon 1
command makes
a change to the
weakness
submitted and
saves it, the
altered column
will display a
“Y” for yes.

You may view new
weakness but you
cannot edit it.

The Echelon 1
command has reviewed
the weakness, made
changes or added
comments, and saved
the weakness.

The Echelon 1
command returned the
weakness to you for
review. Check the
“Notes” box of the
form for comments
from the Echelon 1
command.

Submit weakness to
Echelon 1 command

Item Added to Final
Document (Read-
Only)

N/A

The FMO has selected
including the weakness
for inclusion in the
DON’s Statement of
Assurance.
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Uncorrected Prior Period Weaknesses

Review weakness and || Pending with Echelon || “N” will be You may continue to
select “No Changes 1 displayed for no || view and edit the
Necessary” meaning that weakness.

you have made

no changes to

the weakness.
Review and save Pending with Echelon || “Y” will be You may continue to
changes 1 displayed for view and edit the

yes meaning that
you have made
changes to the
weakness.

weakness.

N/A

Sent to Echelon 1

An Echelon 2 has sent
you a weakness. You
may edit and save the
weakness. When you
save the weakness, the
status will change to
Pending with Echelon 1
and you may continue
to edit the document.

Edit or add comments
to a weakness and
send back down to the
Echelon 2 command.

Sent to Echelon 2
(Read-only)

“Y” will be
displayed for
yes meaning that
you have made
changes to the

The Echelon 2
command now has
access to the
documents. You have
read-only access to the

weakness. document and may not
make any changes.
Submit weakness to Sent to FMO (Read — You may view new
FMO Only) weakness but you
cannot edit it.
Pending with FMO If the FMO The FMO reviewed the

(Read-Only)

makes a change
to the weakness
submitted and
saves it, the
altered column
will display a

weakness, made
changes or added
comments, and saved
the weakness.
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Uncorrected Prior Period Weaknesses

Echelon 1 - Uncorrected Prior Period Weaknesses

EXPLANATION
ACTION 1 STATUS AEERED and/or ACTION 2

“Y” for yes.
Sent to Echelon 1 by The FMO returned the
FMO Admin weakness to you for
review. Check the
“Notes” box of the
form for comments
from the FMO.
Submit weakness to Item Added to Final N/A The FMO has selected
FMO Document (Read- the weakness for
Only) inclusion in the DON’s
Statement of
Assurance.
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Corrected Weaknesses

Corrected Prior Period Weaknesses

Table of Corrected Weaknesses

Once you have changed the status of a weakness from uncorrected to corrected, it will be moved
to the “Corrected” Prior Period Weaknesses table. This table also lists corrected weaknesses sent
to you by subordinate commands (Echelon 1 and 2 commands only). The Corrected Prior Period
Weaknesses table contains all the same features as the Uncorrected table. Click on the
“Corrected” tab in Prior Period Weaknesses to use these features.

Department of the Navy
Statement of Assurance

Prior Petiod YWeaknesses

Uncorrected Corrected
Current FY:

Corrected in Fiscal Year: M 2004

Belowy are all the corrected prior period weakneszes associated with vour account. Click on the byperlink in the "Title" column to views or edit & prior
period weakness. Click the check box inthe "Select” and click the appropriate button. Youw may alzo print this table using the "Print Takle" button at the
bottom of the page.

Created By v Created Date » Status v Altered? v Select

Government Travel Charge ... FMC, FMC 11-14-2002 10:58:03 Pending with Echelon 2

Send To Echelon 1 Send To Echelon 3 Print Above Table

56




Corrected Weaknesses

To View a Corrected Weakness

To view a corrected prior period weakness, click on the title listed in the table.

Department of the Navy
Statement of Assurance

Prior Petiod YWeaknesses

Uncorrected Corrected

Current FY:
Corrected in Fiscal Year: M 4

Belowy are all the corrected prior period weakneszes associated with vour account. Click on the byperlink in the "Title" column to views or edit & prior

period weakness. Click the check box inthe "Select” and click the appropriate button. Youw may alzo print this table using the "Print Takle" button at the
bottom of the page.

—
Title v Created By v Created Date » Status v Altered? v Select
Government Travel Charge ... FMC, FMC 11-14-2002 10:58:03 Pending with Echelon 2 k' O

Send To Echelon 1 Send To Echelon 3 Print Above Table
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Corrected Weaknesses

The weakness will appear in a Prior Period Weakness form. Most likely, you have already
updated the weakness when it was in the Uncorrected Prior Period Weaknesses table. You may
still update it after it is moved to the Corrected Prior Period Weaknesses table. Please complete
all fields before submitting the weakness. Key fields that typically need to be updated are the
sources, milestones, and contact information. Remember to save your work.

Department of the Navy
Statement of Assurance

! Prior Period Weaknesses i mplizhmed Certi I

Prior Period Weakness Form

Current F¥:
2004

[ Beturn to List | Print Page | Export Page |

Use the following form to enter nesw weskness information. Fields highlighted in * red text are reguired. Please make an effort to fill out the form as

accurately and completely as possible. Form Status:
Pending with

Description of Material Weakness

* Title of Weakness @ A00 Characters Remaining

| Government Travel Charge Card.

Description of Weakness @ 4299 [/5000 Characters Remaining

Internal cortrols over the Department of Defense individually biled travel charge card program has been the subject of Congressional, General i‘

Cortact Information Accounting Office (GAC), and media interest. On January 27, 2003, the GAC released their final report on the Department of the Mavy (DOMN)
ravel card program. The report cited material weaknesses in the travel card program internal controls and delinguency management. In
acdition, the prolifer ation of inactive cardholder accourts, lack of documented training, and spparent misuze and abuse were dizcovered by the ﬂ Current Owner:

FRAC
Functional Category @ 000 (/5000 Characters Remaining

Select a category: Erter category notes
IComptroller andior Rezource Management j I i‘
-

Justification @ 5000 {r5000 Characters Remaining

Erter justification notes

| E

Pace of Corrective Action [Go To Top]

Year Identified @
F 2002

Original Targeted Correction Date @

4tk Gtr, B 2004
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Corrected Weaknesses

At the bottom of the form, you can change the status of the weakness from corrected back to
uncorrected. The last field asks, “Has this prior period weakness been corrected?” If you
choose, “No, this prior period weakness has not been corrected” and press the save button, the
weakness will move from the Corrected Prior Period Weaknesses table back to the Uncorrected
Prior Period Weaknesses table.

Has this Prior Period Weakness Been Corrected? @

Yes
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Corrected Weaknesses

Once you have updated and saved the corrected weakness, you will be taken back to the
Corrected Prior Period Weaknesses table, which will list all corrected weaknesses. If you are an
Echelon 1 or Echelon 2 command, this table will also list weaknesses received from subordinate
command(s).

The table allows you to send a weakness up to your reporting command. To do this, select the
weakness(es) by clicking on the box to the right under the “Select” column. A checkmark will
appear in the box when selected. Then click on the appropriate button below the table.

Department of the Navy
Statement of Assurance

Prior Petiod YWeaknesses ish S Cerificatio Current User:

(5[0
Uncorrected Corrected
Current FY:
2004

Below are all the corrected prior period weaknesses associsted with your account. Click on the hyperlink in the "Title" column to views or edit a prior
period weakness. Click the check box in the "Select" and click the appropriste button. Youw may alzo print this table using the "Print Takble" button st the
bottom of the page.

Title v Created By v ¥ Altered? v Select

Government Travel Charge ... FMC, FMC

Send To Echelon 1 Send To Echelon 3 Ahove Table

You will still see the weakness but the status will change to “Sent to Echelon”. The document
now becomes read-only—you will still be able view it but you will be unable to make any
changes.

Echelon 1 and Echelon 2 commands may also send weaknesses back down to subordinate
commands so long as it was created by the subordinate command. Select the weakness sent to
you from a subordinate command by clicking on the box to the right, under the “Select” column.
Then click on the “Send to Echelon” button. The weakness is removed from the list and is not
visible to you after it is sent down. It is visible to the subordinate command to whom is was sent
down.
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Corrected Weaknesses

The following table lists the different actions that you may take and the status that will appear for
corrected weaknesses. There is a table for each type of user.

Echelon 3 - Corrected Weaknesses

EXPLANATION
ACTION 1 STATUS ALTERED and/or ACTION 2

Echelon 2 command

(Read-Only)

Pending with Echelon
2 (Read-Only)

Sent to Echelon 3

command makes
a change to the
weakness
submitted and
saves it, the
altered column
will display a
“Y” for yes.

Review and save the Pending with Echelon || “Y” will be You may continue to
weakness 3 displayed for view and edit the
yes because a weakness.
change has been
made---from
uncorrected to
corrected status.
Submit weakness to Sent to Echelon 2 If the Echelon 2 You may view new

weakness but you
cannot edit it.

The Echelon 2
command has reviewed
the weakness, made
changes or added
comments, and saved
the weakness.

The Echelon 2
command returned the
weakness to you for
changes. Check the
“Notes” box of the
form for comments
from the Echelon 2
command.

Submit weakness to
Echelon 2 command

Item Added to Final
Document (Read-
Only)

N/A

The FMO has selected
the weakness for
inclusion in the DON’s
Statement of
Assurance.
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Corrected Weaknesses

Echelon 2 - Corrected Weaknesses

EXPLANATION
ACTION 1 STATUS ALTERED and/or ACTION 2

to a weakness and
send back down to the
Echelon 3 command.

(Read-Only)

Review and save the Pending with Echelon || “Y” will be You may continue to

weakness 2 displayed for view and edit the

yes because a weakness.
change has been

made---from

uncorrected to

corrected status.

N/A Sent to Echelon 2 An Echelon 3 has sent
you a weakness. You
may edit and save the
weakness. When you
save the weakness, the
status will change to
Pending with Echelon 2
and you may continue
to edit the document.

Edit or add comments Sent to Echelon 3 The Echelon 3

command now has
access to the document.
You have read-only
access to the document
and may not make
changes.

Submit weakness to
Echelon 1 command

Sent to Echelon 1
(Read-Only)

Pending with Echelon
1 (Read-Only)

Sent to Echelon 2

If the Echelon 1
command makes
a change to the
weakness
submitted and
saves it, the
altered column
will display a
“Y” for yes.

You may view new
weakness but you
cannot edit it.

The Echelon 1
command has reviewed
the weakness, made
changes or added
comments, and saved
the weakness.

The Echelon 1
command returned the
weakness to you for
changes. Check the
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Corrected Weaknesses

Echelon 2 - Corrected Weaknesses

EXPLANATION
ACTION 1 STATUS ALTERED and/or ACTION 2

“Notes” box of the
form for comments
from the Echelon 1
command.

yes because a
change has been
made—from
uncorrected to
corrected status.

Submit weakness to Item Added to Final N/A The FMO has selected
Echelon 1 command Document (Read- the weakness for
Only) inclusion in the DON’s
Statement of
Assurance.
Review and save the Pending with Echelon || “Y” will be You may continue to
weakness. 1 displayed for view and edit the

weakness.

N/A

Sent to Echelon 1

An Echelon 2 has sent
you a weakness. You
may edit and save the
weakness. When you
save the weakness, the
status will change to
Pending with Echelon 1
and you may continue
to edit the document.

Edit or add comments
to a weakness and
send back down to the
Echelon 2 command.

Sent to Echelon 2
(Read-only)

The Echelon 2
command now has
access to the
documents. You have
read-only access to the
document and may not
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Corrected Weaknesses

| make any changes.

Submit weakness to
FMO

Sent to FMO (Read —
Only)

Pending with FMO

(Read-Only)

Sent to Echelon 1 by
FMO Admin

You may view new
weakness but you
cannot edit it.

The FMO reviewed the
weakness, made
changes or added
comments, and saved
the weakness.

The FMO returned the
weakness to you for
review. Check the
“Notes” box of the
form for comments
from the FMO.

Submit weakness to
FMO

Item Added to Final
Document (Read-
Only)

N/A

The FMO has selected
the weakness for
inclusion in the DON’s
Statement of
Assurance.

64




Accomplishments

Accomplishments

The Accomplishments tab allows you to add a new accomplishment and view the listing of your
accomplishments. Click on the “Accomplishments” tab to perform these functions.

Department of the Navy
Statement of Assurance

i User Guide] =
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Accomplishments

Add Accomplishments

To add an accomplishment, click on the “Add New Accomplishment” link on the top left-hand
corner of the Accomplishments screen.

Department of the Navy
Statement of Assurance

| OHome | B Facs | i User Guide | # Messages | ! Feedback | eLogout |

Accomplishments Certification Current User:
EMO

Accomplishments h
Current FY:

[ Add Hew Accomplishment ] Selected Fiscal Year: M

e i erts associated with your sccount. Click on the hyperlink in the "Title" column to views or edit an sccomplishment. To send or
delete an accomplishment click the check hox in the "Select” column and press the appropriate button at the bottom of the page. You may also print this
tahle using the "Print Table" button st the bottom of the page.

Title v Created By v Created Date v Status 20041 v

Mo records were found.
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Accomplishments

A blank form will appear. To begin entering data, simply type in the text boxes provided for
each section of the Accomplishment Form. Please complete all fields before submitting the
accomplishment. Remember to save your work.

Department of the Navy
Statement of Assurance

Accomplizhments Certification

Accomplishment Form
[ Return to List ] (I

Usze the follovving fortm to enter accomplizhment information. Fields highlighted in * red text are required. Pleaze make an effort to fill out the form az accurately
and completely as possible. Please complete all fields below hefore you send the form to the next echelon.

* Title of A i t 100

1100 Characters Remaining

Description of Issue . 5000 |75000 Characters Remaining

"
Description of Accomplishment . 000 |f 5000 Characters Remaining

"
Functional Category: . 2000 (75000 Characters Remaining

Select category: Erter category notes:
Mone Selected

"
Point of Contact . 5000 |75000 Characters Remaining

-
* Approver . 000 |7 5000 Characters Remaining
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Accomplishments

Table of Accomplishments

After you have entered in an accomplishment and saved the form you will be taken back to the
Accomplishments table. The table lists new accomplishments that you have created and saved.
If you are an Echelon 1 or Echelon 2 command, this table will also list accomplishments
received from subordinate command(s). The table will tell you such information as the
accomplishment title, who created it and when and the status of the accomplishment. To view
the accomplishment, click on the title.

Department of the Navy
Statement of Assurance

Accomplishments £ atio Current User:

Accomplishments

Current FY:
[ Add Hew Accomplishment ] Selected Fiscal Year: M 2004

Belowy are all the accomplishments associsted with your account. Click on the hyperlink in the "Title" column to viewr or edit an accomplishment. To send or
delete an accomplizhment click the check box in the "Select” column and press the appropriate button at the bottom of the page. You may also print this
table using the "Print Takle" button st the bottom of the page.

Title v Created By v Created Date v Status 2004 » Select
Unmatched Dishursements FMO, FROD 11-21-2003 15:50:14 Pending with Echelon 2 O

Send Ta Echelon 1 Send To Echelon 3 Prirt &have Table

Note to Echelon 1 and Echelon 2 commands: Please review the accomplishments sent to you by
your subordinate commands. Click on the title to open the form, then make any necessary
changes, and save the document.

Department of the Navy
Statement of Assurance

| OHome | B FAGE | i UserGuide | #* Messages | ! Feedback | eLogout |

Accomplizhments Certification Current User:

Accomplishments
Current FY:
[ Add Hew Accomplishment ] Selected Fiscal Year: m 2004

Below are all the accomplishments associated with your account. Click on the beyperiink inthe "Title" column ta viewy or edit an accomplizhment. To zend or
delete an accomplizhment click the check box inthe "Select” column and press the appropriste button at the bottom of the page. You may alzo print this
table uzing the "Print Table" button at the bottom of the page.

Title v Created By v Created Date v Status 2004 v Select

Unmatched Disbursemerts MO, St 11-21-2003 15:50:14

Send To Echelon 1 Send ToEchelan 3 _WAlelete | Print Above Table

The table allows you to delete an accomplishment and send it up to your reporting command.
Echelon 1 and Echelon 2 commands may also send accomplishments back down to your
subordinate command. To do this, select the accomplishment(s) by clicking on the box to the
right, under the “Select” column. A checkmark will appear in the box when selected. Then click
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Accomplishments

on the appropriate button below the table. When you send an accomplishment down, it will be
removed from the list. It will not be visible to your command but will appear on the command’s
list to which the weakness was sent.

If you send an accomplishment up, you will still see the accomplishment in the table, but the
status will change to “Sent to Echelon (Read-Only)”. The document now becomes read-only—
you will still be able view it but you will be unable to make any changes.

If you delete an accomplishment, it is removed from the list.

Note: You will be permitted to delete only accomplishments that have been entered into the
Tool by your command.
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Accomplishments

The following table lists the different actions that you may take and the status that will appear for
accomplishments. There is a table for each type of user.

Echelon 3 - Accomplishments

EXPLANATION
ACTION 1 STATUS and/or ACTION 2

Create and save Pending with Echelon 3 You may continue to view

accomplishment and edit the
accomplishment.

Submit accomplishment to Sent to Echelon 2 (Read —Only) || You may view new

Echelon 2 command accomplishment but you

cannot edit it

Pending with Echelon 2 (Read- || The Echelon 2 command
Only) has reviewed the
accomplishment, made
changes or added
comments, and saved the
accomplishment.

Sent to Echelon 3 The Echelon 2 command
has returned the
accomplishment to the
Echelon 3 for changes.
Check the “Notes” box of
the form for comments

from the Echelon 2
command.
Submit accomplishment to Item Added to Final Document || The FMO has selected the
Echelon 2 command (Read-Only) accomplishment for

inclusion in the DON’s
Statement of Assurance.

Echelon 2 - Accomplishments

EXPLANATION
ACTION 1 STATUS and/or ACTION 2

Create and save Pending with Echelon 2 You may continue to view
accomplishment and edit the
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Accomplishments

~ Echelon2-Accomplishments

EXPLANATION
ACTION 1 STATUS and/or ACTION 2

|| accomplishment.

N/A

Sent to Echelon 1

An Echelon 2 command
has submitted an
accomplishment to you.
You may view and edit the
accomplishment.

Edit or add comments to an
accomplishment and send
back down to the Echelon 2
command.

Sent to Echelon 2 (Read-only)

The Echelon 2 command
now has access to the
documents. You have
read-only access to the
document and may not
make any changes.

Submit accomplishment to
Echelon 1 command

Sent to Echelon 1 (Read —Only)

Pending with Echelon 1 (Read-
Only)

Sent to Echelon 2

You may view new
accomplishment but you
cannot edit it

The Echelon 1 command
has reviewed the
accomplishment, made
changes or added
comments, and saved the
accomplishment.

The Echelon 1 command
has returned the
accomplishment to the
Echelon 2 for changes.
Check the “Notes” box of
the form for comments
from the Echelon 1
command.

Submit accomplishment to
Echelon 1 command

Item Added to Final Document
(Read-Only)

The FMO has selected the
accomplishment for
inclusion in the DON’s
Statement of Assurance.

71




Accomplishments

Create and save
accomplishment

Pending with Echelon 1

You may continue to view
and edit accomplishment

N/A

Sent to Echelon 1

An Echelon 2 command
has submitted an
accomplishment to you.
You may view and edit the
accomplishment.

Edit or add comments to a
accomplishment and send back
down to the Echelon 2
command.

Sent to Echelon 2 (Read-only)

The Echelon 2 command
now has access to the
documents. You have
read-only access to the
document and may not
make any changes.

Submit accomplishment to
FMO.

Sent to FMO (Read-Only)

Pending with FMO (Read-
Only)

Sent to Echelon 1 by FMO
Admin

You may view
accomplishment but you
cannot edit it.

The FMO reviewed the
accomplishment, made
changes or added
comments, and saved the
accomplishment.

The FMO has returned the
accomplishment to the
Echelon 1 command for
review. Check the “Notes”
box of the form for
comments from the FMO.

Submit accomplishment to
FMO.

Item Added to Final Document
(Read-Only)

The FMO has selected the
accomplishment for
inclusion in the DON’s
Statement of Assurance.
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Certification Statement

To create your certification statement, click on the Certification tab.

Department of the Navy
Statement of Assurance

Certification
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Certification

The screen will open to the “Certifications Sent” tab. Click on the link, “Create
Certification” at the top left-hand corner of the screen.

Department of the Navy
Statement of Assurance

Priar Pe

Certifications Sent
Current FY:
[ Create Certification ]

Pleaze adhere to the following steps in producing your Certification Statement for the current fizcal vear:

Step 1: If vou have not crested a statement, use the "Create Certification” link above to create one. Only one statement may be crested per command.
You may also open and edit or view your Certification Statement form hefore sending it, by clicking on the "Title" hyperlink in the "Certification Statement”
box below. You may alzo export your statement and relevant enclosures to (a) MS Word, (b Print the document or [c) Save it to your hard drive.

Step 2: Hyperlinks to your enclosures (i.e. material wesknesses and accomplishments) are included belowe. Here you will only see the documents that
you have submitted up to your upper or reporting Echelon. Please note that you are responzible for clicking on each one, printing them out, and including it
wyith your hard-copy Cerification Staternent submission.

Step 3: Uze the check box to select the cerification and click the appropriate button to submit your Cerification Statement to your upper or reporting
Echelon. Pleaze note that you are still responsible for submitting your hard copy Cerification Statement and supporting enclosures,

Certification Staternent

Title Created By Created Date Status 2005 Select

Mo records were found.

New Weaknesses

Title Created By Created Date Status

Mo records were found.

Prior Period Weaknesses

Title Created By Created Date Status
Government Travel Charge ... FMZ, FMC 11-14-2002 10:558:08 Sent To FMO Admin

Accomplishments
Title Created By Created Date Status

Mo records were found.
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Certification

A series of questions will appear. The Tool will generate your certification statement
based on how you answer the questions. You must provide the name of the person who
will sign the statement before the system can create the document. When you are
finished, press the “Save Form” button.

Certification Form

[ Previous Page | Weakness Encl. | Prior Weakness Encl. | Accomplishments Encl. ]
1. Has your organization evaluated its management contrals in effect during the fiscal year, in accordance with SECNAYINST 5200350, Yes Mo
"Department of the MNavy Management Contral Program,” 10 December 19977 (YezMa) o e
2. Please zelect one of the following cerification statements that most accurately reflects your organization's assurance of the effectiveness of itz
maragement cortrols:
| have reazonable azsurance that management controls are in place and operating effectively and the obhjectives of the Federal Manager's r
Financial Integrity Act were achieved.
| have reazonable assurance that management controls are in place and operating effectively, except far the material weaknesses &
reparted, and the objectives of the Federal Manager's Financial Integrity Act were achieved.
| do not have reasonable assurance that management controls are in place and operating effectively, and the okhjectives of the Federal r
Managetr's Financial Integrity Act were not achieved.
3. Howe did you determine your level of assurance? [(Select all that apply.)
Maragement revievs O
Audits O
Inspections O
Investigations O
Knowvledge gained from daily operations of programs and functions O
Lowver level subordinate commands' Management Cortrol Certification Statements O
Cther management infarmation O
Yes Mo
4. Do yaou have any management contral related accomplishments from the fizcal year that you would like to report? I &
4. Please provide the name and title of person signing this statement.
First Mame bl Last Mame Title
Save Farm

From this page, you may view and print the weaknesses and accomplishments that you
are submitting up with your certification statement by clicking on the links above the
form: “Weakness Encl. | Prior Weakness Encl. | Accomplishments Encl.” However, it is
recommended that you save your answers to the questionnaire first before navigating
away from the page. You will also have another opportunity to view and print these
weaknesses and accomplishments from the certification tab.

Selecting the Previous Page link will take you back to the previous page without saving
your changes.
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Once you have completed the questionnaire and saved it, you will be taken back to the
Certifications Sent page. There you will see a link to your saved statement. You will
also see who created it, when, and the status of the statement.

| OHome | B FaGs | i UserGuide | < Messages | ! Feedback | eLogout |

Accomplishments Certification

Certiﬁcations Sent Certiﬁcations Received

Pleaze adhere to the following steps in producing your Cerification Statemert for the current fizcal vear:

Step 1: If vou have not created a statement, use the "Creste Cedification” link above to creste one. Only one statement may be created per command.
You may alzo open and edit or viewy your Cedification Statement form before sending it, by clicking on the "Title" hyperlink in the "Certification Statement”
b belowe. ou may also export your statement and relevant enclosures to (a) M Wiord, (b)) Print the document or (2] Save it to your hard drive.

Step 2: Hyperlinks to your enclosures (ie. material weaknesses and accomplizhments) are included below . Here you will only see the documents that
you have submitted up to your upper or reporting Echelon. Please note that you are responsible for clicking on esch one, printing them out, and including it
with your hard-copy Certification Statement submission.

Step 3: Use the check box to select the certificag) i s £ ification Statement to your upper or reporting
Echelon. Plesse note tl ponzible for submitting your hard copy Certification Statement and supps

vertification Statement

Title Created By Created Date Status 2005

Memorandurn for ASM (FMECT FrZ, FMC 12-01-2003 09:36:23 Pending with Echelon 2 O

Send To Echelop Je"]

New Weaknesses
Title Created By Created Date Status

Mo records were found.

Prior Period Weaknesses
Title Created By Created Date Status
Government Travel Charge ... FM, FMC 11-14-2002 10:58:08 Sent To FMO Admin

Accomplishments
Title Created By Created Date Status

Mo records were found.

When you are ready to submit your certification statement, click on the box under the
Select column and then press the “Send to Echelon” button. Your statement becomes
read-only.

If you are not ready to submit and you would like to view and/or edit your saved
statement, click on the title.
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The questionnaire will open with your saved responses. You may also export it into
Word by clicking on the Export Cert. link at the top of the questionnaire.

Department of the Navy
Statement of Assurance

FrIor e

Certification Form
Current FY:

[ Previous Page | Export Cert. | Weakness Encl. | Prior V/eakness Encl. | Accomplishments Encl. ]

Wnizaﬂon evalusted it manage ftrolz in effect during the fizcal year, in accordance with SECMANIMNST 5200350, Yes Mo
"Department losih PGl Program,” 10 December 19977 (YesMo) [ @)

2. Please select one of the following cerification statements that most accurately reflects your organization's assurance of the effectiveness of its
management cortrols:

| have reazonable sssurance that management contralz are in place and operating effectively and the objectives of the Federal Manager's
Financial Integrity Act were achieved.

| have reasonable assurance that management controls are in place and operating effectively, except for the material weaknesses
reported, and the ohjectives of the Federal Manager's Financial Integrity Act were achieved.

| do nat have reasonable assurance that mansgement controlz are in place and operating effectively, and the objectives of the Federal
Manager's Financial Integrity Act were not achieved.

3. Howy did you determing your level of assurance? (Select all that apply.)
Management reviews
Audits
Inspections
Investigations
Knowledge gained from daily operations of programs and functions
Lovweer level subordinate commands' Management Control Cerification Statements

Cther management information

4. Do you have any management contral related accomplishments from the fizcal year that you would like to report?

5. Please provide the name and title of person signing this statement.

First Mame .l Last Mame Title
|4 [ | Smitt | Directar
. |rwmowmy
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The questionnaire is converted into a letter. You may save this onto a disk or your hard

drive by clicking on the File menu and selecting save. To go back to the Tool, click the
“Back” button of your browser.

/ Certification Statement - Microsoft Internet Explorer

_&x
File Edt View Favortes Tools Help

daBack » = - &) i | Qisearch  [EFavorites  GPMedia (4 | By S =

Address I@j httpe fiFfx2kpapl1fsoa/Certfindex. cFm?fuseAction=expCertirertld=235 j @Gn
Links @Search the Web with Lycos @IBM Business Transformation @IBM Internal Help @IBM Standard Software Installer [ ]BCS Learning & Knowledge [ |Federal [ ]1BM Links &
mywebsearch - I I’ Search | vl @Smiley Cerntral B Cursor Manis o My Info Games - Qg? Customize g Iy Button ﬁHighligN

El
Memorandum for ASN (FM&C)

Subj: MANAGEMENT CONTROL CERTIFICATION STATEMENT
Ref: (a) BECNAVINST 5200.35D of 10 Dec 97

Encl: (1) Current Year Accomplishments
{2) Material Weaknesses

The FMO hasz evaluated the syztem of management controls in effect during the 1Z2-month period
ending 30 June 2005. The evaluation was performed per Department of the Nawvy policy contained in
the reference. Management Control Program accomplishmentz are detailed in enclosure (1). The
status of identified material weaknesses is detailed in enclosure (2.

I have reasonable assurance that management controls are in place and operating effectively,

except for the material weaknesses reported, and the objectives of the Federal Manager's Financial
Integrity Act were achieved.

Information to support the certification statement was derived from management reviews,

audits,
inspections, investigations,

knowledge gained from daily operations of programs and functions,
lower level subordinate command Management Control Certification Statements,

and other management
infermatien.

J smith
Director

[

[ .
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You will be taken back to the questionnaire. You may edit the questionnaire at anytime.
Press the “Save Form” button when you are finished making changes.

Department of the Navy
Statement of Assurance

Priar Peric 2 izhments Certification

Certification Form
Current FY:

[ Previous Page | Export Cert. | Weakness Encl. | Prior Weakness Encl. | Accomplishments Encl. ]

1. Hasz your organization evaluated ts management controlz in effect during the fizcal year, in accordance with SECMAVIMNET 5200 350, Yes Mo
"Departmert of the Mavy Management Control Program," 10 December 19977 (YesMo) [ @)

2. Please select one of the following cerification statements that most accurately reflects your organization's assurance of the effectiveness of its
management cortrols:

| have reazonable sssurance that management contralz are in place and operating effectively and the objectives of the Federal Manager's
Financial Integrity Act were achieved.

| have reasonable assurance that management controls are in place and operating effectively, except for the material weaknesses
reported, and the ohjectives of the Federal Manager's Financial Integrity Act were achieved.

| do nat have reasonable assurance that mansgement controlz are in place and operating effectively, and the objectives of the Federal
Manager's Financial Integrity Act were not achieved.

3. Howy did you determing your level of assurance? (Select all that apply.)
Management reviews
Audits
Inspections
Investigations
Knowledge gained from daily operations of programs and functions
Lovweer level subordinate commands' Management Control Cerification Statements

Cther management information

4. Do you have any management contral related accomplishments from the fizcal year that you would like to report?

5. Please provide the name and title of person signing this statement.

First Mame .l Last Mame Title
|4 [ | Smitt | Directar
. |rwmowmy
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At the “Certifications Sent” tab, you may also view New Weaknesses, Prior Period
Weaknesses and Accomplishments that have already been sent up. Click on the Title
names to view them.

Department of the Navy

Statement of Assurance

| OHome | B FaGs | i UserGuide | < Messages | ! Feedback | eLogout |

Certification Current User:
F
F
Certifications Sent Certifications Recemed
Current FY:

Pleaze adhere to the following steps in producing your Cerification Statemert for the current fizcal vear:

Step 1: If vou have not created a statement, use the "Creste Cedification” link above to creste one. Only one statement may be created per command.
You may alzo open and edit or viewy your Cedification Statement form before sending it, by clicking on the "Title" hyperlink in the "Certification Statement”
b belowe. ou may also export your statement and relevant enclosures to (a) M Wiord, (b)) Print the document or (2] Save it to your hard drive.

Step 2: Hyperlinks to your enclosures (ie. material weaknesses and accomplizhments) are included below . Here you will only see the documents that
you have submitted up to your upper or reporting Echelon. Please note that you are responsible for clicking on esch one, printing them out, and including it
with your hard-copy Certification Statement submission.

Step 3: Use the check box to select the certification and click the appropriste button to submit your Certification Statement to your upper or reporting
Echelon. Please note that you are still responsible for submitting your hard copy Certification Statement and supporting enclosures.

Certification Statement

Title Created By Created Date Status 2005

Memorandurn for ASM (FMECT FrZ, FMC 12-01-2003 09:36:23 Pending with Echelon 2 O

Send Ta Echelon 1

New Weaknesses
Title Created By Created Date Status

Mo records were found.

Prior Period Weaknesses

Title Created By Created Date Status
Government Travel Charge ... FM, FMC 11-14-2002 10:58:08 Sent To FMO Admin

Accomplishments
Title Created By Created Date Status

Mo records were found.
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View Certifications Received (For Echelon 1 and Echelon 2 commands only)

You will receive certification statements from subordinate commands that report to you.
To view certifications received, click on the Certification tab. You will see two tabs—
Certifications Sent and Certifications Received. Click on “Certifications Received”.

Department of the Navy
Statement of Assurance

Certifications Sent Certifications Received

This Cerification Statement iz in read-only mode. You may view survey form entries and export the Cerification Statement and associsted enclosures.

Howverer, you will not be able to save changes to the form. " to "The Certification Form entries are in read-only mode. You will not be able to save
changes to the Form. You may export the Cerification Statement and associsted enclosures to display your submission.

Title Created By Created Date Status 2005 Select
tdemorandum for A5k (FMEC FMO, FriD 12-01-2003 09:36:23 Sent to Echelon 1 [read-only]

Send To P

You will see a table listing all certification statements that you have received. The table
will also tell you such information as who created the statement, when and the status of
the statement. If you have not received any certification statements form subordinate
command(s), it will not display any on this screen. Instead, it will state “No records were
found” under the Title column.
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To view a statement, click on the Title name. The certification statement will appear.
The document is in read-only status and you may not edit it. You may also view the
enclosed weaknesses and accomplishments the same way.

| OHome | B FAGE | i User Guide | «° Messages | ! Fesdback | gLogout |

Certification Current User:

Certification Receed
[ Previous Page | Export Cert. | Weakness Encl. | Prior Weakness Encl. | Accomplishment Encl. ]

Current FY:
Memarandurm for ASh (FMEC)

Subj: MANAGEMEMT COMTROL CERTIFICATION STATEMENT
Ref. (&) SECHAWIMNST 5200350 of 10 Dec 87

Encl: (1) Current Year Accomplizhments
[2) Material VWeaknesses

The FMC has evaluated the system of management controls in effect during the 12-month period ending 30 June 2003, The evaluation was performed per
Departmert of the Mavy policy contained in the reference. Management Cortrol Program accomplishments are detailed in enclosure (1), The status of
idertified material wesknesses iz detailed in enclosure (2.

| have reasonable assurance that managemert controls are in place and operating effectively, except for the material wesknesses reported, and the
ohbjectives of the Federal Manager's Financial Integrity Act were achieved.

Information to support the cerification statement was derived from management reviewws, audits, inspections, investigations, knowledge gained from daily
operstions of programs and functions, lovwer level subordinste command Management Cortrol Cerification Statements | and other management infarmation.

J Smith
Director

Hew Weaknesses

Title Created By Created Date Status

Mo records were found

Prior Period Weaknesses

Title Created By Created Date Status
Government Travel Charge ... FRA, FRC 11-14-2002 10:58:05 Sent To FMO Admin

Accomplishments

Title Created By Created Date Status

Mo records were found
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Chapter 6: What is the Messages Module?

How Do I View Messages Received?

As mentioned in the previous chapters, a message feature is available for you to send and
receive messages from other commands that are actively registered to use the Tool. You
can access the message feature in two ways. One is by clicking on the “Messages”
navigation button in the yellow bar at the top of the screen.

Department of the Navy
Statement of Assurance

| ) Homel 0 Fags | i User lide] < Messages| ! Feekack] 629 Logout]

Current User:

b Test

The purpose and value of the SOA

Tool are to improve: ?u_rrent Fi:

200
Access by providing Commands
The SOA Tool is a web-based application user-friendly and easy access

that enables the collection and storage of to submit updates and cerfification
information to meet the SOA monitoring stalements;

and reporting requirements at multiple
echelons and the consolidated DON level.

Skip ==

My Status: @ My Profile
& You have received 3 Message(s).

» You have zent 0 Meszsagers). -
SOA Bulletin:

* You hyNew Wakness(es). WWelcome!
» You'have 7 Uncorrected Prior Period Weakness(es).
. u have 0 Corrected Prior Period Weakness(es).

& You have 0 Accomplishmenti(=).

Another way is through the home page under My Status. Simply click on the statement
that says, “You have received  message(s)” or “You have sent  message(s)”.
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Department of the Navy
Statement of Assurance

Current User:
FiiC

Messages Received Messages Sent
[ Post a Message | Current FY:

2004
Belowy are messages that you have received.

Subject v From ¥ Uploads v Select

Mo meszages were found.

If you clicked on the Messages link on the top, yellow navigation bar or on the “You
have received  message(s)” link, you will then arrive at the Messages Received page.

If you did not receive messages, a pop-up will appear indicating this. Click on “OK” and
you will arrive at the Messages Received page.

Department of the Navy
Statement of Assurance

| OHome | M FAGs | i User Guide | Messages | ! Feedback | gLogout |

Scoomplishments Certification Current User:
Fh
N Fhy
Messages Received Messages Sent
[ Post a Message | _C}.l_r:ent Fy:
2004
Below are messages that you have received.

Subject v From ¥ Date v Tvper Uploads » Select

ey Weakness ASM (FMEC) - ASMFMEC), ASMIFMEC) 11-24-2003 Private Mone [read-only]

Messages received are listed here and shows you the subject, who it is from, the type of
message and if there are attachments (“Uploads™). Similar to weaknesses and
accomplishments, you can sort the list by these headings.

There two types of messages:

e Public message — a message that goes to all Tool users. It can be initiated by any
active user and will be sent to everyone after approval by the FMO Administrator.
Public messages cannot be deleted by you.

e Private message — a message that is sent specifically to you. It does not go to all
Tool users. The system allows you to delete private messages. To do this, select
the message(s) to be deleted by clicking on the box to the right. Under the
“Select” column. A checkmark will appear in the box when selected. Then click
on the “Delete Messages” button on the right bottom corner of the table.
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To view a message, simply click on the Subject name.

Department of the Navy
Statement of Assurance

Messages Received Messages Sent

[ Post a Message |

Below are mezzages that you have received.

Subject v Fron. » Type ¥ Uploads v

[ewy Weaskness MEC) - ASMFMEC), ASMIFMEC) 11-24-2003 Private [resd-only]

You will see when it was posted, who it is from, and the message content.

Department of the Navy
Statement of Assurance

Current User:

SO0A Message Form

Fillin the following fields to generate a message for distribution on the SO& Tool. Fields labeled in * red text are Current FY:
required. Mote that messages sent to "All Users" will require spproval by the S04 Tool sdministrator prior to 2004
distribtion.

* To FMO - FMO, FMC
*From ASH (FM&C) - ASMNFMAC), ASNIFMEC)
* Subject MNew VWeakness

*Message Mew wweakness..
Attachment hone

To reply to the message, click on the “Send Reply” link. After it is sent, the reply
message will appear in the Messages Sent tab—this will be discussed further in the
following sections of this User Guide (“How Do I View Messages Sent” and “How do |
Reply to a Message?”).

If you do not want to send a reply, click on the “Cancel” link to return to the Messages
Received table.
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You malylf also receive attachments to the messages. To view attachments, click on the
title of the attachment under the column heading, “Uploads.” If there no attachments
were sent, “None” will appear in the column instead.

Department of the Navy
Statement of Assurance

Messages Received Messages Sent
[ Post a Message |

Below are messages that you have received.

Subject v From ¥ Date v Twr v Uploads » Select

Plew Weskness ASN (FMAC) - ASNFMAC), ASNFMEC) 11-24-2003 vl [reac-only]
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Messages

How Do I Post a Message?

To post a message, click on the “Post a Message” link at the top left-hand corner of the
Messages Received tab once you have selected the Messages link on the top, yellow
navigation bar.

Department of the Navy
Statement of Assurance

HIESSAYES HELEIve . Messages Sent

[ Post a Messane | F!.l_r;ent FY:
2004
B hiave received.

Subject v From» Date v Type ¥ Uploads v Select
[ewy Weaskness ASH (FMEC) - ASMFMEC), ASMIFMEC) 11-24-2003 Private Mone [resd-only]

A blank SOA Message Form will appear. The “To” line lists all activated users of the
Tool. You may send a private message to any individual user or users on the list. The
message will be sent only to the individual(s) selected.

Department of the Navy
Statement of Assurance

Current User:

SO0A Message Form

Fill in the following fields to generate & message for distribution on the S0& Tool. Fields lsbeled in * red text are Current FY:
required. Mote that messages sent to "2l Users" will require spproval by the SOA Tool administrator prior to 2004
distribution.

*To sl sers
ALMSN - Boss, Jimmy
AASM - Yeaver Cal

*From FWO - FMO, FMO

* Subject

* Message

=
Attachment I Browse... |

Or, you may send a message to all users (a Public Message). The public message will
first go to the SOA Admin for approval. Upon approval, the message will then be posted
for all users of the Tool to view.
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Please fill in the Subject and Message lines with message text. You may also attach a
document by clicking on “Browse” on the right side of the Attachment line. Select the
appropriate file and attach your document. The document name will appear in the
Attachment line. Then click on the “Submit” button to send your message.

To cancel sending the message, click on the “Cancel” button and you will arrive back at
the Messages Received table.

Your sent message can be viewed back at the messages screen in the Messages Sent
table—this will be discussed in a later section of this User Guide.

How Do I Reply to a Message?
To reply to a message that you received, open the message you would like to reply to and

then click on the Send Reply button on the bottom right-hand corner of the SOA Message
Form.

Department of the Navy
Statement of Assurance

S0A Message Form

Fill in the following fields to generate & message for distribution on the S0& Tool. Fields lsbeled in * red text are _Current FY¥:
required. Mote that messages sent to "All Users" will require spproval by the S04 Tool sdministrator prior to 2004
distribution.

*To FMO - FMO, FMO
*From ASH (FM&C) - ASNFMAC), ASNFMAC)
* Subject MNew VWeakness
*Message Mew wweakness..
Attachment Mone
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A form will appear that looks very similar to the form that you use when posting a
message. The Reply form includes the original message to which you are replying in the
form of a link next to the “In Reply To” line.

Department of the Navy
Statement of Assurance

Current User:
FQ

FRO Fivic
S0A Message Form

Fill in the following fields to generste a message for distribution on the S04 Tool. Fields Iskeled in * red text are f:ru’rrenl F¥:
required. Mote that meszages sent to "all Users" will require approval by the S04 Tool administrator prior to 2004
distribution.

*To ASM(FMEC) - ASNIFMEC), ASNIFMEC)
* From FMO - FMO, FMO

* Subject |

In Reply To Mew Weakness

* Message

&l
Attachment I Browese I

Submit Zancel

Complete the form in the same manner as when you post a message which is discussed in
“How Do I Post a Message” section.

After you have finished filling out the form, press Submit to reply. Your reply message
will now reside in the Messages Sent tab.

How Do I View Messages Sent?

To view messages that you have sent, including those that were in reply to a received
message, click on the Messages Sent tab.

Department of the Navy
Statement of Assurance

Messages Received Messages Sent
[ Post a Message |

Below are messages that you have sent.

Subject v From v Date v Type ¥ Uploads v Select

[ewy Weakness answer FMO - FMO, FMC 11-25-2003 Private Mone

Accomplizhments FMO - FMO, FMC 11-25-2003 Private Mone
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Messages

Messages sent are listed here and shows you the subject, who sent it, when, the type of
message and if there are attachments (“Uploads™). Similar to weaknesses and
accomplishments, you can sort by these headings.

You may also delete a message by clicking on the box under the Select column and then
pressing the Delete Messages button on the bottom right-hand corner of the table.

To view a message, simply click on the Subject name.

Department of the Navy
Statement of Assurance

(s}
Messages Received Messages Sent

[ Post a Message | Current FY:

2004
Below are messages that you have sent.

Subject v From ¥ Date v Twper Uploads » Select
Mew Weakness answer FRAC - MO, FRIOD 11-25-2003 Private Mone [l

—_

Accomplizhments FMO - FMO, FMC 11-25-2003 Private Mone -

Delete Messages

The message will appear in read-only format.

Department of the Navy
Statement of Assurance

Current User:

S04 Message Form

Fill in the following fields to generate & message for distribution on the S0& Tool. Fields labeled in * red text are Current FY:
required. Mote that messages sent to "AI Users" will recuire approval by the S04 Tool administrator prior to 2004
distribution.

*To ASN (FMAC) - ASNFMEC), ASN(FM&C)
*From FMO - FMO, FMO

* Subject Accomplishments
* Message Accomplishment...
Attachment Mone

Cancel

To return to the Messages Sent table, press the Cancel button.
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Messages that you have replied to look similar but includes an additional link to the

original message that you had received. You can click on the link next to “In Reply To”
to view the original message.

Department of the Navy
Statement of Assurance

| ) Home | (BN FAGs | i [UserGuide | < Messages | ! Feedback | 68 Logaut |

Current User:

S0A Message Form

Fillinthe following fislds to generate a message for distribution on the S04 Tool. Fields lsbeled in * red text are Current FY:
required. Mote that messages sent to "all Users" will reguire approval by the SO8 Tool sdministrator prior to 2004
distribution.

*To AZN (FMEC) - ASNFMEC), ASNFMEC)
*From FMO - FMO, FMO
* Subject Mew Weakness answer
In Reply To Mew Weakness
*Message Mew Weakness
Attachment MNone

Zancel
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Chapter 7: What is the Feedback Module?

To respond to any user problems or comments on the Tool, the FMO has provided a
feedback module within the web-based application itself.

The Feedback module is another method of correspondence between the FMO (SOA
Admin) and the Echelon 1, Echelon 2 and Echelon 3 users. It is preferred over the
message system when you have specific comments regarding the Tool itself. Your
feedback is viewed only by the SOA Admin. Through the feedback feature, you will be
able to pose any questions that you may have regarding the Tool, address any special
requests, and provide comments or suggestions.

In addition to fielding questions and comments, the feedback feature allows you to attach
files directly into the system, if you need to share them with the SOA administrator.

How Do I Enter Feedback?

To open the feedback module, click on the Feedback navigation button on the yellow bar
at the top of the screen. The system will now open the feedback module.

Department of the Navy
Statement of Assurance

| OHomel M FLos | i User Guide] < Mefsages| ! Feedback] OLD

Priar Period

The purpose and value of the S0A
Tool are to improve:

Access by providing Commands
The SOA Tool is a web-based application user-friendly and easy access
that enables the collection and storage of to submit updates and certification
information to meet the SOA monitoring slalements;
and reporting requirements at multiple
echelons and the consolidated DON level.

Skip >>

wswes o,

* You have received 3 Meszagels).
& You have sent 0 Message(s).

%. SOA Bulletin:

You have 0 Mew Weakness(es). WWelcome!

You have ¥ Uncarrected Prior Period Weakness(es).
You have 0 Corrected Prior Period Weaknessies).

You have 0 Accomplishment(s).
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After opening the feedback module, click on the drop-down box next to "Type" to select
the purpose of your feedback.

You can choose from among the following options: Request, Question, Suggestion,
Error, Compliment, Other.

Department of the Navy
Statement of Assurance

Current User:
F

Provide Feedback

Usze the follawing farm to provide the FMO with comments, guestions, and/or sugoestions relating to the SO& f:ru’rrenl F¥:
application. Fields labeled in * red text are required. 2004

Type: |Compliment 'I

* Subject: |

C
* User Comments:
[
Optional Attachment: I Brovese

Please respond
tomy cumrﬁerr(: o By Email o By Telephone * o Response

Please enter the text in the Subject line and User Comments box. These fields are
required.

You may also choose how you would like the SOA Admin to respond to your inquiry. At
the bottom of the screen are the three selections: E-mail, Telephone, or No Response.
The form is defaulted to No Response, so please ensure that if you would like a response,
to make a selection.

How Do I Attach Files?

To encourage the sharing of relevant documents or other information, the FMO has
provided you a file attachment feature. You can attach any document with the following
extensions: .doc (Word Document), .xIs (excel file), .mdb (access database), .txt (text
file), .pdf (adobe acrobat file), .jpg (image format), .gif (image format), .ppt (powerpoint
file).

To use this feature, simply click on the "Browse" button next to the "Optional
Attachment." A dialog box will pop up that will allow you to select a file saved on your
computer. Double click on the file name of the file you wish to attach. The file name
should now appear in the box next to the "Optional Attachment” line. Then click on the
“Submit” button to send your feedback to the SOA Admin.
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The FMO hopes that you will find the Tool beneficial to the SOA reporting process. If
you have any questions, comments, or suggestions please feel free to contact us.

e soatool@fmo.navy.mil

e 202.685.6064 or 202.685.6738
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