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Quick Reference Cards eNavFit: Introduction

The Quick Reference Cards (QRC) are meant as a supplement to the User Guide to allow
members to quickly accomplish their tasks within the eNavFit interface through the use of easy-
to-follow pictures and step-by-step instructions. For detailed information, refer to the User

Guide.

Working within the eNavFit Interface: The Reporting Senior and Trusted Agent will mostly work
from the Start and Manage Summary Group tabs. Reviewers and the Member will provide
inputs using the Start and Manage Appraisal.

Google Chrome Mozilla Firefox Apple Safari

DUE TO AN NMCI DEFAULT, ENAVFIT WILL NOT FUNCTION
PROPERLY IN MICROSOFT INTERNET EXPLORER OR EDGE

® @

Internet Explorer Microsoft Edge
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Reporting Senior Actions

eNavFit: Reporting Senior/Trusted Agent

B NPC Document Services Worksp: X = v
< (e @ nefp testbol.navy.mil/lc/apps/ws/index htmli a 2 %« % 0
Todo {3 Tracking €} Preferences _ Helpv | RetumioBOL | Logout L
Managa Summary Group Detai
B m  star summary Group x
o Acknouledge Role
N @ oo 0 oesgnaer o
SENIOR REFORTING coR 1120
e e [:]
ESTRS@NAYYMIL co .
::::: cress 0 w (-]
55 555,55 Uss TES
FRO AE 0555
- 4
P Reporting Senior Rale
No
. Dale Acknowledged  2022.10-03115.1432

1. Select “Manage Summary Group”
2. Select “Acknowledge Role”
3. Verify/Update personal information
4. Select the “Acknowledge” button

5. Select the “Submit” button

1.2 — Assign Trusted Agent

Manage Queues

Users cummentty sharing my queue

U

javascriptvoidiD)

Steps:
1. Select “Preferences
Select “Queues”

Share my queue
Name

TEST SAILOR M

Email

testsm@navy.mil

Stalus

@z ==

2.
3. Select the “+” next to “Users currently sharing my queue”
4. Enter the name of the desired trusted agent as last name first name without punctuation

(i.e., Smith John)

oo

Select the member from those listed
Select the “Share” button
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1.3 — Sign Appraisal

For detailed steps on how to sign an appraisal as the Reporting Senior, please see Section
10.1.1 in the eNavFit User Guide. If the summary group is in a “sign” status, see Steps 10.1.1.8-
10.1.1.16 to sign an appraisal.

Trusted Agent Action

1.4 — Request Queue Access From Reporting Senior
0 e o 4t SlatProcess M Todo  © Trg o

SENIOR seniorrl@navy.mil
REPORTING L

Request

Steps:

Select “Preferences”

Select “Queues”

Select the “+” next to “User queues that | have access to”

Enter the name of the desired reporting senior as last name first name without
punctuation (i.e., Smith John)

Select the reporting senior from those listed

Select the “Request” button

Pob=

oo
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Reporting Senior/Trusted Agent Action
1.5 — Start Summary Group

b To-do © Tracking 3 Preferences A Holpr | RotumtoBOL  Logout |
Q| Start Summary Group Delais " Avachments) Notesi0)
Start

How would you like to start a Summary Group?

1. Select “Start Summary Group”
2. A) Select “For yourself as Reporting Senior” if you are the Reporting Senior

B) Select “For someone else as Reporting Senior” if you are the Trusted Agent
3. Select the “Next” button

@ sl s & M Todo  ©Tracking £ Preferences

Q| Start Summary Graup:

Summary Group

Enter summary group information (note: this applies to all members in the summary group)

TEST 5 PERIODIC 20MAR1S

Mansge Appraissl
view,

E] Start Appraisal
=0 Creste or upload a new appraisal

Steps:
1. Verify the “Summary Group” tab is underlined
2. Input the summary group information
3. Select the “Next” button
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Todo @ Trackng & Preferences

W Manage Summary Group. " Add one or more reviewers to the routing template

W e con, o suomca Summer

E Upcoming Queue
Miew eNavE i tasks
Manage Appraisal o
Wiz, edit, or sign an inividuzl a

* Template

S DIVISION E5 PERIODIC 20MAR1S

@—— %@

Please enter new template name

[csmwslones Periodic 20MARTS| . }

g -

Steps (Optional):
1. Verify the “Reviewer Template” tab is underlined

Select the “Add New Template” button

Input a reviewer template title into the text field

Select the “OK” button

Enter the DODID or email of the first reviewer

Select the magnifying glass icon or press the Enter key

Assign the reviewer type or leave field blank if the reviewer is unassigned

Select “Add Reviewer Row” to add additional reviewers. Repeat steps 5-8 for additional

reviewers

9. Select the “Next” button

D OCUMEN

PNV AEWN

& To-do 3 Tracking £} Preferences

Q, | Start Summary Group Dt tachments(0} Nates(0)

Add members to this summary group by entering email address or Dg ecting *Search’ to find member
and selecting 'Add

new appras

Steps (Optional — Best Practice):
1. Verify the “Members” tab is underlined
2. Enter the DODID or email of the member
3. Select the magnifying glass icon or press the Enter key
4. Verify/Input the designator (if Officer)
5. Select the Reviewer Template from the drop-down if one has been created
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6. Select the “Add Member Row” to add additional members (repeat steps 2-5 for each
additional member
7. Select the “Next” button

B Todo  ©Tracking  &F Preferences

Q| Start Summary Group

Select “‘Submit to create the following summary group; status will be sent to your BOL email address:

[ TESTATEST NAVY MIL

Reporting Senior

Name L1}
CDR PERIODIC, TEST

dividuala
[] Stare Appralsal

Summary Group

PERIODIC 03 FITREPS_TEST14

55555

Steps:
1. Verify the “Review” tab is underlined
2. Verify the summary group information is correct
3. Select the “Submit” button
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Reviewer Action
2.1 — Review Appraisal

o h Start Summary Group. E
Creal Surmm Select My Appraisals 1o see a list o

Select Appraisals | have

Use Open, View, Edt, or Sign

Q| Manage Apprasal Detais

eNavFit: Reviewer

Steps:
1. Select “Manage Appraisal’

2. Select “Appraisals | have access to”
3. Verify the status as “Route”
4. Select the “Open” button
0 o
20V
The “Open” button will open an additional browser window
labeled “Appraisal Task” indicating that you are working on an
individual appraisal.
Steps:

1. Select the tab that you would like to work within
Select “Save” when your input is complete
Select “View Report” to preview the appraisal

PwnN

Reviewer” to forward it to the next reviewer

Select the “Previous Reviewer” button to send it back to the previous reviewer or “Next

RV-7
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Reviewer Action
2.2 — Apply Reviewer Signature

Q' | Manage Appraisel

A o Start Summary Grous. e

Select My Appraisals to see a list of your eurrent and pa

Select Appraisals | have access

Jse Open, View, Edit, or Sign

A7] S Appraisal %
E—lb— T p—

Steps:
1. Select “Manage Appraisal’

2. Select “Appraisals | have access to”
3. Verify the status as “Sign”
4. Select the “Open” button
=l -~ -
o —_ @
Rater
2108008 T
: EaaE BE
XX
The “Open” button will open an additional browser window
labeled “Appraisal Task” indicating that you are working on an
individual appraisal.
Steps:

1. Select the “Signatures” tab

2. Select “Sign” next to your reviewer User Role (i.e., Rater or Senior Rater)

3. Select “OK” button certifying that you understand that you are applying an electronic
signature to the appraisal

4. Select the “View Report” button to ensure that your signature is captured on the
appraisal.

5. Close the “Appraisal Task” browser window

RV-8
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Google Chrome Mozilla Firefox Apple Safari

DUE TO AN NMCI DEFAULT, ENAVFIT WILL NOT FUNCTION
PROPERLY IN MICROSOFT INTERNET EXPLORER OR EDGE

&

Internet Explorer Microsoft Edge
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Evaluated Member Actions

¢

Google Chrome Mozilla Firefox Apple Safari

DUE TO AN NMCI DEFAULT, ENAVFIT WILL NOT FUNCTION
PROPERLY IN MICROSOFT INTERNET EXPLORER OR EDGE

® @

Internet Explorer Microsoft Edge

3.1-Open Member Appraisal (‘Online)

=% Trecking A3 Preferences

Steps:
1. Select “Manage Appraisal’
2. Verify “My Appraisal” is selected
3. Select the “Edit” button

MBR-10
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3.2 — Provide Member Input (Online)

m Name © Rate o Enlisted Warfare/Qualification L
TEST. MEMBER M YNZ SW

Reporting Senior

Email o Duty/Competitive Status L Unit Identification Code (UIC) L
Report
test@test mil ACT b4 62980

CommandDuties

Ship/Station ©  promotion Status @ pate Reported o
Performance Traits NPC REGULAR ~ 21Jun28 @

Comments/Quals Physical Readiness ©  Bilet Subcategory o

P A “
Reviewers

Steps:
1. Complete any blank blocks on Member tab
2. Use Calendar Icon when completing dates to avoid errors
3. Complete any blank blocks on the Report tab
4. Save and save often; system will refresh once save has completed and save button is
no longer grayed out

Member Command Employment/Achievement o
BepoTing =ceior Member cannot edit this block
Report
Primary Duty Code o
ADMIN LPO
Performance Traits
Primary / Collateral / Watchstanding Duties o

CommentsQuals
ADMIN LPO-12. Comments,etc.

Reviewers

e Y — Y

Steps:
1. Complete any blank blocks on Command/Duties tab
2. Rate yourself by selecting a grade for each trait on the Performance Traits tab
3. Complete any blank blocks on the Comments/Quals tab
4. Save and save often; system will refresh once save has completed and save button is
no longer grayed out

Once save/refresh occurs, review each tab to ensure your information has saved and inform you chain of
command your inputs are complete (Best Practice)

MBR-11
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3.3 — Apply Member Signature (Online)

‘ Start Summary Group
Create or upload a new Summa

©) Tracking £ Preferences

Q| Manags Appraisal

*

View eNavFi tasks

Select My Appraisals o see a list of your current and past Fitness Reports or Evaluations.

s Reports or Evaluations you have actions to complete on.

3 Select Appralsals | have access to see a list of current Fi
B Wanage Summary Group
NS 5, o R Sy Use Open, View, Edit, or Sign buttons to complete tasks in a new Tab or Window
v
Upcoming Queus o My Appraiss

eNavFit: Member

®
®
~Q

Steps:

1.
2.
3.

Select “Manage Appraisal”
Verify status displays “Sign”
Select the “Sign” button

B NPC Document Services Worksp X

BB Appraisal Task X o+

c # nefp.testbol.navy.mil/lc/content/dam/formsanddocuments/enavfit-adaptive-forms/fe-task/jcr:content?w

;“smec&renoﬁllcl 891 Q@ 2 & 0 &

esT saLonM
Member M ave seen s =
tend t tatem
Reporting
Report Q
CommandiDuties
Rater sigra
mance NONE
Comments/Quals
Senior Rater ALY G
NONE AVAILAE

Reviewsrs
Reporting Senior

TEsT sanoRM

Dae Signed Name
220CT24 TESTRS

) D CED

G D @

v - 8 X

Steps:

agrON=

Verify status displays “Sign”

Select “Signatures”

Select statement submission indication
Select “Sign”

Close the “Appraisal Task” browser window
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Google Chrome Mozilla Firefox Apple Safan
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All User Actions
4.1 — Download 16XX
@ Docu! e

¥ Todo @ Tracking & Preferences

Q| SiadApprmisal

How would you like to start a FITREP/EVAL?

W@ N
iE 1| §F
£ i i

&

1. Select the “Start Appraisal” tab

2. Select “Download new form”
3. Select “For yourself’ to download a prepopulated 16XX form for yourself or “For

someone else” to download a prepopulated form for another member
4. Select the “Next” button

* B

Steps:
1. Proceed to the “Your Information” tab if you selected “For yourself”. Proceed to the

"Member Search” if you selected "For someone else”. These fields will allow you to verify or

enter information to download a prepopulated 16XX form.
1A. Proceed to the “Download” button to download a prepopulated 16XX form based on the

information that was provided.
2. If downloading a Blank 16XX form, you may skip directly to the “Download” tab
2A. Select “Use this link to download a blank NAVPERS 16XX”
NOTE: A pop-up dialogue window will appear. Save the PDF form to the desired location.
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4.2 - Signing the 16XX (Offline)

400 T N— == Date Sigaed |
Warning: JavaScript Window - CERTIFY

5. comuENT

| agree, and it is my intent, to digitally sign this report by entering my Personal
Identification Number and clicking on the SIGN button. | understand that my signing and
submitting this report in this fashion is the legal equivalent of having placed my
handwritten signature on the submitted report.

| CERTIFY as the reporting senior that to the best of my knowledge and belief, all entries
made hereon are true, and without prejudice or partiality and that, | have provided a
signed copy of this report to the individual.

0 Ko O Rcrmmenied | | Recemmented [

luss TEST SsW 111
FPO AE

pecformnce, md wderstzad my right o make 8 satemen:*

Tt o g, — 5 e =
Date Sizued

Steps:
1. Select the field to apply a signature

2. Select “Yes” certifying that you understand you will by applying a digital signature to the
appraisal

Save the form with the signature applied

4. Close the form and forward to the next signatory via the preferred method

w
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