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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: 
 

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. 

 

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:   
 

• New Weaknesses 
• Prior Period Weaknesses 
• Accomplishments 
• Management Control Certification Statement 
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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? 
 
• The SOA Tool is a secure site and requires a login and password. 
 
• 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.  

 
• 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). 

 
• 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). 

 
• 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? 
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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: 
 

• soatool@fmo.navy.mil 
 

• 202.685.6064 or 202.685.6738 
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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. 
 

  
 
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. 
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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) 
 

 
 
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. 
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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. 
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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. 
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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.) 
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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. 
 

 
 
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. 
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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. 
  

 
 
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. 
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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. 
 

 
 
(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.) 
 

 
 
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. 
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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. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 13



 Navigating the Tool 

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.) 
 

 
 
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. 
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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.   
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A list of frequently asked questions (FAQs) regarding login will appear.   
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Hopefully, you will find the solution to your problem.  If not, follow the steps to contact FMO. 
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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.   
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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. 
 

 
 
The following popup box will appear. 
 

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

 
 

 
 
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.   
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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.   
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Top Navigation Buttons 
Tabs 

Status Area
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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. 
 

 
 
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.   
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On the input forms for 
weaknesses and 
accomplishments, an audit 
trail of the document is 
also provided here, 
indicating who created the 
form and when and who 
modified the form and 
when.  The Current Owner 
tells you who currently 
has the editable version of 
the form. 
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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. 
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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 sort the weaknesses by 
clicking on the headings such as 
“Created By”, “Created Date”, and 
“Status”.   
 

 

 

 

 

 

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. 
 
 
 
 

To see the weakness
or accomplishment, 
click on its title. 
Forms are available on 
the left top corner of the
table.  Click on the link 
to obtain a blank form. 
You can view previous 
years’ final SOA data by 
clicking on the “Fiscal 
Year” drop down and 
selecting a year.  All 
historical data is read-only.
 
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.
 25
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Input Forms 
 
Weakness and accomplishment information will be input and saved in forms. 
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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.   

To the right of the form is a status 
area.  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. 
 

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

 
 
 
 

         
  

 

 

 

Each text box is provided with a 
counter to track the amount of data 
input.  
 
TIP:  If you paste text into the boxes, 
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.
 

 

      

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. 
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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. 
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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: 
 

• 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.   

 
 

 
 
 

• 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. 

• If after 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. 

• 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.   
 

 
 
The home page consists of the following: 
 

• My Status 
• My Profile 
• SOA Bulletin 

 
These are described in more detail in subsequent pages. 
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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. 
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My Profile 
 

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

 
 
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. 
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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. 
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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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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. 
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Echelon 3 - New Weaknesses 

 
 

ACTION 
 

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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Echelon 3 - New Weaknesses 

 
 

ACTION 
 

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. 
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Echelon 2 - New Weaknesses 

 
 

ACTION 
 

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 



  New Weaknesses 

 
Echelon 2 - New Weaknesses 

 
 

ACTION 
 

STATUS EXPLANATION  
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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 



  New Weaknesses 

 
Echelon 2 - New Weaknesses 

 
 

ACTION 
 

STATUS EXPLANATION  

Echelon 1 command (Read-Only) weakness for inclusion in 
the DON’s Statement of 
Assurance. 
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Echelon 1 - New Weaknesses 

 

ACTION STATUS 
 

EXPLANATION  
 

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 



  New Weaknesses 

 
Echelon 1 - New Weaknesses 

 

ACTION STATUS 
 

EXPLANATION  
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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. 



  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. 
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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.   
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  Uncorrected Weaknesses 

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. 
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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. 
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  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.   
 

 
 
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. 
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Echelon 3 - Uncorrected Prior Period Weaknesses 

 

ACTION STATUS ALTERED 
 

EXPLANATION  
 

Review weakness and 
select “No Changes 
Necessary” 
 

Pending with Echelon 
3 

“N” will be 
displayed for no 
meaning that 
you have made 
no changes to 
the weakness. 

You may continue to 
view and edit the 
weakness. 

Review weakness and 
save changes. 

Pending with Echelon 
3 

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

You may continue to 
view and edit the 
weakness. 

Submit weakness to 
Echelon 2 command 

Sent to Echelon 2 
(Read –Only) 
 
 
Pending with Echelon 
2 (Read-Only) 
 
 
 
 
 
 
 
 
Sent to Echelon 3 
 
 

 
 
 
 
If the Echelon 2 
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 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 
review.  Check the 
“Notes” box of the 
form for comments 
from the Echelon 2 
command.  



  Uncorrected Prior Period Weaknesses 

 
Echelon 3 - Uncorrected Prior Period Weaknesses 

 

ACTION STATUS ALTERED 
 

EXPLANATION  
 

Submit weakness to 
Echelon 2 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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Echelon 2 - Uncorrected Prior Period Weaknesses 

 

ACTION STATUS ALTERED 
 

EXPLANATION  
 

Review weakness and 
select “No Changes 
Necessary” 
 

Pending with Echelon 
2 

“N” will be 
displayed for no 
meaning that 
you have made 
no changes to 
the weakness. 

You may continue to 
view and edit the 
weakness. 

Review and save 
changes. 

Pending with Echelon 
2 

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

You may continue to 
view and edit 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 
to a weakness and 
send back down to the 

Sent to Echelon 3 
(Read-Only) 

“Y” will be 
displayed for 
yes meaning that 

The Echelon 3 
command now has 
access to the document.  



  Uncorrected Prior Period Weaknesses 

 
Echelon 2 - Uncorrected Prior Period Weaknesses 

 

ACTION STATUS 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 
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Echelon 1 - Uncorrected Prior Period Weaknesses 

 

ACTION 1 STATUS ALTERED EXPLANATION  
and/or ACTION 2 

Review weakness and 
select “No Changes 
Necessary” 
 

Pending with Echelon 
1 

“N” will be 
displayed for no 
meaning that 
you have made 
no changes to 
the weakness. 

You may continue to 
view and edit the 
weakness. 

Review and save 
changes 

Pending with Echelon 
1 

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

You may continue to 
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) 
 

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

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 weakness to 
FMO 

Sent to FMO (Read –
Only) 
 
 
Pending with FMO 
(Read-Only) 
 
 
 
 
 

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

You may view new 
weakness but you 
cannot edit it. 
 
The FMO reviewed the 
weakness, made 
changes or added 
comments, and saved 
the weakness. 
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Echelon 1 - Uncorrected Prior Period Weaknesses 

 

ACTION 1 STATUS ALTERED EXPLANATION  
and/or ACTION 2 
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Sent to Echelon 1 by 
FMO Admin 
 
 

“Y” for yes.  
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. 



  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. 
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  Corrected Weaknesses 

To View a Corrected Weakness 
  
To view a corrected prior period weakness, click on the title listed in the 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. 
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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. 
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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.   
 

 
 
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. 
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Echelon 3 - Corrected Weaknesses 

 

ACTION 1 STATUS ALTERED EXPLANATION  
and/or ACTION 2 

Review and save the 
weakness 
 

Pending with Echelon 
3 

“Y” will be 
displayed for 
yes because a 
change has been 
made---from 
uncorrected to 
corrected status. 

You may continue to 
view and edit the 
weakness. 

Submit weakness to 
Echelon 2 command 

Sent to Echelon 2 
(Read-Only) 
 
 
Pending with Echelon 
2 (Read-Only) 
 
 
 
 
 
Sent to Echelon 3 
 
 

If the Echelon 2 
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 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. 



  Corrected Weaknesses 
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Echelon 2 - Corrected Weaknesses 

 

ACTION 1 STATUS ALTERED EXPLANATION  
and/or ACTION 2 

Review and save the 
weakness 
 

Pending with Echelon 
2 

“Y” will be 
displayed for 
yes because a 
change has been 
made---from 
uncorrected to 
corrected status. 

You may continue to 
view and edit 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 
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 
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 



  Corrected Weaknesses 

 
Echelon 2 - Corrected Weaknesses 

 

ACTION 1 STATUS ALTERED EXPLANATION  
and/or ACTION 2 

“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 
the weakness for 
inclusion in the DON’s 
Statement of 
Assurance. 
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Echelon 1 - Corrected Weaknesses 

 

ACTION 1 STATUS ALTERED EXPLANATION  
and/or ACTION 2 

Review and save the 
weakness. 
 

Pending with Echelon 
1 

“Y” will be 
displayed for 
yes because a 
change has been 
made—from 
uncorrected to 
corrected status. 

You may continue to 
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 



  Corrected Weaknesses 

 
Echelon 1 - Corrected Weaknesses 

 

ACTION 1 STATUS ALTERED EXPLANATION  
and/or ACTION 2 

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. 
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  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. 
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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.   
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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. 
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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. 
 

 
 
 
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. 
 

 
 
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 

 

ACTION 1 STATUS EXPLANATION  
and/or ACTION 2 

Create and save 
accomplishment 
 

Pending with Echelon 3 You may continue to view 
and edit the 
accomplishment. 

Submit accomplishment to 
Echelon 2 command 

Sent to Echelon 2 (Read –Only) 
 
 
 
Pending with Echelon 2 (Read-
Only) 
 
 
 
 
 
Sent to Echelon 3 

You may view new 
accomplishment but you 
cannot edit it 
 
The Echelon 2 command 
has reviewed the 
accomplishment, made 
changes or added 
comments, and saved the 
accomplishment.  
 
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 
Echelon 2 command 

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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Echelon 2 - Accomplishments 

 

ACTION 1 STATUS EXPLANATION  
and/or ACTION 2 

Create and save 
accomplishment 

Pending with Echelon 2 You may continue to view 
and edit the 



  Accomplishments 

 
Echelon 2 - Accomplishments 

 

ACTION 1 STATUS EXPLANATION  
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. 
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  Accomplishments 
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Echelon 1 - Accomplishments 

 

ACTION 1 STATUS EXPLANATION  
and/or ACTION 2 

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. 



  Certification  

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

 
 
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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  Certification  

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. 
 

 
 
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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  Certification  

 
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. 
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  Certification  

 
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. 
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  Certification  

 
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. 
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  Certification  

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. 
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  Certification  

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”.  
 

 
 
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. 

 81

 



  Certification  

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. 
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 Messages 

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.   
 

 
 
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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 Messages 

 
 
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. 
 

 
 
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: 
 

• 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. 

 
• 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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 Messages 

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

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

 
 
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 I 
Reply to a Message?”). 
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If you do not want to send a reply, click on the “Cancel” link to return to the Messages 
Received table. 



 Messages 

You may 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. 
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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. 
 

 
 
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. 
 

 
 
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. 

 87

 



 Messages 

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. 
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 Messages 

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. 
 

 
 
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. 
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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.   
 

 
 
The message will appear in read-only format. 
 

 
 
To return to the Messages Sent table, press the Cancel button. 
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 Messages 

 
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. 
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  Feedback 

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. 
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  Feedback 

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. 
 

 
 
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), .xls (excel file), .mdb (access database), .txt (text 
file), .pdf (adobe acrobat file), .jpg (image format), .gif (image format), .ppt (powerpoint 
file). 
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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. 



   

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. 
 

• soatool@fmo.navy.mil 
 

• 202.685.6064 or 202.685.6738 
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