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Record of Changes

Cover Date Revision Date Change Description
March 2006 March 2006 Updated guide to standard format
April 2010 April 2010 Updated format to match ATRRS Portals Style Guide

(created April 2010). Added About this User Guide.
Changed System Requirements to Introduction.
Expanded Logon to include specific instructions for
CAC and AKO logon. Capitalized all “role” titles
(Student, Rater, Reviewer, Initiator, Reviewing and
Preparing Officers, Clerk, Instructor). Updated website
information for the Army Publishing Directorate.

April 2010 November 2010 DA 1059 access from the ATRRS Homepage updated
to reflect the ATRRS website redesign.
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About this User Guide

Users should note the following terminology and conventions used in this Guide:

Bolding — Words printed in bold letters appear exactly that way in the Army
Training Requirements and Resources System (ATRRS) DA Form 1059 Preparation
Module.

When referring to a specific area of a window, an item may be highlighted in an
accompanying graphic or “Figure”. The convention used is to draw attention to the
item with an arrow. An example of this convention is shown below.

Arrow Convention

LINKS

army elearning

Figure 1: Arrow Convention

The term “text box” ( 15|—) refers to a place in a window where text entry is
required. Enter text directly from the keyboard or select from a drop-down list
below the text box. The availability of a drop-down list is shown by the arrow
symbol ( 7)) as illustrated in Figure 2. Drop-down lists allow only one option to be
placed in the corresponding text box.
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-Mot Fitered- -

YES
MO

"-Not Filtered-" is

selected from the

drop-down list to
appear in the text box

Figure 2: Drop-down list

e Radio buttons (@' O) are used when only one option from a pair or a group should
be selected. A green dot in the center of the circle indicates that option is selected.
Click in a radio button to add or remove its dot.

e Checkboxes () are used to select an option. A check mark inside a box indicates
that option is selected. Click in a checkbox to add () or remove (|:| ) its check
mark.

e Arrow buttons are used to select one or more options from a list of total options.
Click the side to side arrows ( ) to move one or more selections from one list
to the other. Use the control or shift key to select more than one option. Click the
up and down arrows ( [~] E]) to rearrange the priority order in a list of selections.
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2. Introduction

About the ATRRS DA Form 1059 Preparation
Module

1. The ATRRS DA Form 1059 Preparation Module is part of the Army Training
Requirements and Resources System (ATRRS'). The ATRRS DA Form 1059
Preparation operates as a web-based application for Army schools to use in
preparation of the DA Form 1059. The Department of the Army (DA) Form 1059 is
the Army’s Service School Academic Evaluation Report.

2. The system utilizes both Common Access Card (CAC) and Army Knowledge Online
(AKO) account credentials for logon and user identification. The logon does not
require an ATRRS Logon ID and password because many of the participants in the
DA Form 1059 preparation process are not ATRRS users.

3. The system supports the various procedures used by schools that prepare the DA
Form 1059. The path that a DA Form 1059 takes during preparation is
straightforward and user defined at each individual step. The system supports both
simple and complex preparation processes.

a. Simple process example:

i. A single user creates a DA Form 1059, prints it, and then follows the
standard paper-based procedures established at the school.

b. Complex process example:

i. A Training Non-Commissioned Officer (NCO) or Clerk pulls up a class
roster, selects a Student, enters/verifies basic Student details and course
information, and then assign the DA Form 1059 to a Preparing Officer.
The DA Form 1059 appears on the Preparing Officer’s To Do List. The
Preparing Officer completes his/her portion of the form and returns it to
the Clerk. The Clerk reviews it to make sure it meets the school’s
standards, makes any corrections necessary, and then sends it out for
electronic signatures.

1 ATRRS is an enterprise solution used by the Army G-1 to manage training requirements and training personnel
data for the Total Army.



ATRRS DA FORM 1059: Preparation Module

Army Training Reguremenis And Resources System

April 2010

3. Roles

Users of the ATRRS DA Form 1059 Preparation Module occupy one of four roles. The four
roles are DA Form 1059 Initiator, Rater, Reviewer, and Student.

DA Form 1059 Initiator

4. One person must be designated as the DA Form 1059 Initiator for each class.
This is done on the C3 screen in ATRRS Portals.

5. The preparation process starts when the Initiator views a class roster and creates a
DA Form 1059 for each Student.

6. The Initiator is the only person who may view a class roster and create a new DA
Form 1059.

7. The Initiator page contains a list of classes currently in session or recently ended,
tools to look up specific classes, and tools to generate new DA Form 1059’s.

Rater

8. The Rater performs actual rating, and then forwards it to the next person in
accordance with local workflow procedures. The Rater is the first person in the
electronic signature process.

Reviewer

9. The Reviewer reviews the completed DA Form 1059, and then forwards it to the
next person in accordance with local workflow procedures. The Reviewer is second
in the electronic signature process.

Student

10. The Student receives an e-mail with a link to the DA Form 1059 after the Reviewer
signs it. The Student is last in the electronic signature process.
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4. Logon

11. To Log on to the ATRRS DA Form 1059 Preparation Module, navigate to:
https://www.atrrs.army.mil/dal059 or select DA 1059 Generator from the Links

menu on the ATRRS Homepage (see Figure 1).

12. Read the Privacy and Security Notice. Click | Agree.

/IRTRRS

PRIVACY AND SECURITY NOTICE

5. Government [(USG) Information System (15) that is provided for USG
authorized use only.

By using this 15 {which mdudes any device stiached to thes 15), you consent o the follovwng concibons:

Tha USH #owi and an the 5 e 5, bul 2ol bnled t, pasaiieien lewieg, COMSEC menlarng
netw ek speraians aad Seferse, persantel macoadect (P, aw endercemen (LE), d cosniermieligeace (Ch i

Al any e (b USG nay eapect ang s e date slored oo (e B

Communicalions using, o data stored on, this. 5 ane ool privale, are ssbject 1o rutee mondenng, mberceplon, snd search, and may be Ssciosed or
ned for any USG mathanoed porpose.

This 5 nchedes serurly mtaires (&g, fufenioabon and s-08s COin | s ot USO menests—nat far yeur peraosal benefl or priacy.

Click I Agreef~

Hote@gisndng the abave, pang the B does =ol contiale comser B P, LE or D
ol i, & s proue? reiied B pEEOSAI TeprER EYIRGSN &1 §ECEE By @R
Commenications a0 werk proguct are rivaie and confidentsl Ses Ussr &presment for

Cick: '] Agree’ to acknovledge snd ente the system, [ ,

Figure 3: Privacy and Security Notice

13. To Log on with your AKO User Name and password, select the AKO radio button.
The window refreshes. Enter your AKO Logon ID and AKO Password in the text
boxes. Use only the User Name part of the Logon ID, and exclude the
@us.army.mil. Click the Logon button to continue (see Figure 4).

14. In the event your AKO credentials are not accepted by the system, verify that your
password is valid. To do so, visit www.us.army.mil. If your password has expired,
you must create a new one. If you are still unable to Log on to the system, contact:

ATRRS Help Desk
DSN: 225-2353/2060
Commercial: (703) 695-2353/2060

Email: ahelp@asmr.com


https://www.atrrs.army.mil/da1059�
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Password
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AKO Logon User! Usert

idd To Favorites 14
Lck Here |0 add ihe 4TRAS -
aREEEEE
e Passward. Click to

continue

i Click to L:g;' i

Figure 4: AKO Logon

Users with a CAC may use their card to access the ATRRS DA Form 1059 Preparation
Module. The CAC is a Department of Defense issued smartcard used for various
tasks that include user authentication, email encryption, and secure computer log-

ins.

To Log on with a CAC, you must have both the DoD Root Certificate and your CAC
identity certificate installed on your workstation. These certificates are digital
documents that provide the identity of a web site or an individual. If you do not
have the DoD Root Certificate or your CAC certificate installed, you should contact
your system administrator or Log on with your AKO ID and Password. If at any time
during Log on you are prompted for a missing certificate (see Figure 5) or choose a
certificate where no certificate exists (see Figure 6), contact your system
administrator for assistance.
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Figure 5: Missing DoD Root Certificate
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Figure 6: Missing Client Certificate

17. Ensure that your CAC reader software is running on your workstation. This guide

illustrates the use of ActivCard Gold, an example of CAC read software widely used
by DoD agencies. If you require assistance in the setup and installation of ActivCard
Gold or any other CAC reader software, contact your system administrator for

assistance.



ey Training Reguiremente And Resaureess System ATRRS DA FORM 1059: Preparation Module

April 2010
18. Insert your CAC card into the reader attached to your workstation.

19. Click the CAC radio button in the Log on window. Read the notice that appears and
click Logon.

AT R B§ "The Link To A Trained
Kirey Toprang Aemaseraents And Resnsnes Gyslen Amd Ready Fiwee"”

DA1059 Wednesday, April 0T, 2010 14:21 ET

Wou have accessed a Depanmend of Defense (Dol) computer Syslem. Please review the Privacy and Securily
Malice
It you are not an authorized user, then you must leawe this web site now.

| Please selecl a Logon option: AKD @ CAC

The Common Access Card (CALC) is & Department of Defanas Read thE

. smaricard used for vanious iasks. inchadng user authenbicaty

Rn, s e e e b notice, then

I wow have a vald CAC card, please inserl your CaC card in

reader attached o your workstation and cick “Logon’ bution. cli[:k Lﬂgﬂn

Click to Logon

Figure 7: CAC Logon

20. The Choose a digital certificate window opens. Select the appropriate certificate
and click OK. Note that more than one certificate may display (e.g., an Email
certificate for Encryption or Signature). If you select the wrong certificate, and the
system does not allow you to Log on, you must Close your browser and Open a
new one, then select the appropriate certificate.

Choose a digital certficate B [
e - e
Identification

& The website you want to view requests identification.
Please choose a certificate.

Marne Issuer
i EMITH.JOHN DOD EMAIL CA-23
SMITH JOHM DOD CA-23
[ Mare Info... ] ['l.ﬁew Certificate... ]

[ D*&“_.I[Came*]

Figure 8: Choose a Digital Certificate
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21. The CAC Reader Software — Enter PIN dialog box opens. Enter your PIN
(Personal Identification Number) and click the OK button.

ActivClient Login -9 S

Actividentity

ActivClient

Please enter your PIN.

PIM I ttttttt‘

Figure 9: Enter Pin
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5. Electronic Signatures

22. The ATRRS DA Form 1059 Preparation module complies with the policies and
procedures established by the Army’s Forms Content Management Program (FCMP)
for electronic document signatures.

23. To perform electronic signatures, the Rater, Reviewing Officer and Student must
have a CAC, CAC reader, the PureEdge Viewer software, and the Silanis Approvelt
software. The PureEdge Viewer and Silanis Approvelt software are available for free
download from the Army Publishing Directorate at: http://www.apd.army.mil/.
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6. Initiator

The DA Form 1059 process begins when the class manager (Initiator) views the class roster
and initiates a DA Form 1059 for each Student. Only the person designated as the DA Form
1059 Initiator for the class may view the class roster. Each school selects an Initiator. The
Initiator may be a Clerk, the Instructor, Preparing Officer, or someone in another role. The
DA Form 1059 module provides a screen specifically for Initiators.

25. Upon Log on to the system, select Initiator from the main toolbar (see Figure 10).

AT

Army Traning Hepurements And Hesouross Sysiem

DA Form 1059 Preparation Module

Home = Initiator - ToDo List+ Set Up a Template - Help - AR 623-3 - ATRERS Homepage - Sand Feadback - Log Out

Click to initiate the DA Form 1059

Figure 10: Initiator Link

26. The Current Classes list displays. This includes classes currently in session and
those that ended within the last week. To view a class roster from those listed, click
the View Roster link that corresponds to the Class (see Figure 11). This is useful
when you need to look up a class that ended more than a week ago. Remember that
only the person designated within ATRRS on the C3 screen as the DA Form 1059
Initiator for the class may view the class roster. If the class you want to view is not
in the list, enter the FY, School, Course, Phase, and Class for that class in the
Choose a different class text boxes below the class list panel. Click the View
Roster button.

Harme = Initiator « ToDo Lisl+ SetUp a Template « Help + AR 623-1+ ATRRS Homepage * Send Feedback
Current Classes

Sort By: (O Start Date (&) End Date

| Fr Schooll  Course __|Phase|Class)

2008 171 020-ASIRS (18K) 003

2008171 611-ASIHE (G3AM) 013 9 ClICk to view
2008 171 611-2146 (05) 008 H

pMeTT  2anice . s 4 class roster
2008 171 2-THMT-C22 3 005

2008 171 611-2146 (0F) 009 SM11/2008 12:00:00 A 1212703
2008 171 2-17-C20 3 009 BMZ6/2008 120000 Al 121752008 TEOUY

2008171 217-023 (DL 4 003  Sr2ar2008 1200000 AM 1122009 12:00:00 AN yiew Roster
12
Choose a different class:
FY: | School: Course: | Phase: | | Class:

Figure 11: View Roster
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A list of Students enrolled in the selected course opens below the list of Current

Classes (see Figure 12). If a DA Form 1059 record exists, then the current Status,

Version, Remarks and the current DA Form 1059 Location display as well.

FaLE P wYE1An (US) e LB LT I FRTTRUTE ) PATQUUE LIUUTUU A e MO
2008 T -ThTCaR ) pog  BrES008 120000 A VATTR00E 120000 AH Yigw Rosier
008 1M TG i FOEle
2008 1T B11-2148 (OF) Al yiew Bosier
sl o Roster opens A e
2008 1T 2AT-C2N0L) nire B gl

towards bottom
of the page

FY. Schoal

FY; 2008 BCH 1T CRE: T-C2) (0L  Prase 4 CLE 00D

| dame | Sishe | Version | Remsrks | 0A Fom 4089 Locsion | As ol Daie

ANTHONY PIERS Qe DA Foim 1960 Wiy Gomplite
BRIGES PATRICIA Ot DA Foimn 10958 et Complele
BROOKS TERRY Ometen D& Frarm 1058 e
KING STEPHEN S D Foam 1053
MEVER STEPHEMIE Qb D4 Foam 1058
MOORE MOIRA | Dpn) D4 £ o 1000
PATTERSON JAMKES Qpen D& Form 1059
FIERCE TAMORA Ot D4 Foam 1050
PRATCHETT TEAAY Oy Qb Fgsirn 1055

ROBERTS MORA San D& F i 1053

: = el

Genersie Shells  Disivibote DAYSSE's Mk Class Camplete

Figure 12: View Roster Result

To set up a template for multiple DA Form 1059’s, click the Set Up a Template link

on the main toolbar (see Figure 13). Note that a template allows you to populate
standard data in all new DA Form 1059’s created for this class during a single

browser session. You may use a template to add a standard bulleted comment that

is required for each Student in the class.

DA Form 1059 Preparation Module

Home » |nitiator - ToDo List- SetUp a Template - Help - AR 623-2 - ATRRS Homepage - Send Feedback - Log Out

Click to set up a template for
multiple DA Form 1059's

Figure 13: Set Up a Template

29. The DA Form 1059 Template window opens. Enter information to be pre-

populated into multiple DA Form 1059’s (see Figure 14) then click the Load
Template button. The next step enables users to select Students.

ATRRS DA FORM 1059: Preparation Module
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DA Form 10569 Template
Enter the valises in e felds that vou wank o have preloaded
in &l new DA Form 1059 pou oreahs uning this session.

Duate of Repor (YYMMDD: 20000429
Coourse Tithe:

EXAMFLE COURSE 12343
Schood Mame:

EXAMPLE SCHOOL, ANYWHERE Enter

MilEd Coda:

Duration of © (PPYYMMOT): - nﬂcessaw
From: 20090110 Thra 20100428 f information

Name, Grade, Branch, and Ttk of Rater:

Ratar AKD User I0;

Name, Grade, Branch, and Titk: of Reviewssg Officer:

Reveewang Officer AKD User 10

Slamdard Commenl:
| Click to
save
Load Te [ Remove Temp@ate
changes

Figure 14: DA Form 1059 Template

Click the Generate Shells () button to create a shell. Generate a shell for all or
for specific Students in the class. All subsequent DA Form 1059s are created with
the new version of the form. When a template is loaded, that information appears
on every DA Form 1059 record created during this process. The DA Form 1059
record appears in the To Do List for whoever is entered in item 1.

When a template loads, item 3 reads Template loaded (see Figure 15). Ifa
template is not loaded, follow the instructions in paragraphs 28 and 29 (Set Up a
Template). In step 4, select the Students to whom you wish the template to be
applied (see Figure 15). To select all Students, click the Select All checkbox to add
a check mark. To select specific Students, select from the names in the list box.
Use the Ctrl or Shift key to select more than one Student in the list box. Note that
any Student in the class who already has a DA Form 1059 record will not appear in
the list box. Click the Generate Shells button to apply the template to the selected
Students.
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Figure 15: Apply Template (Shell) to Student(s)

Repeat this process for each course on your list.
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7. To Do List

The To Do List window displays DA Form 1059 records that are currently assigned to you
(Working), that you were the last person to work on (Forwarded), and that await your
signature (Pending Signature). Note that this window applies to all roles except Student.

33. From the main menu select To Do List (see Figure 16).

ATRRS

DA Form 1059 Preparation Module

Haome * [mitialor + ToDo List+ Sel Up a Templala « Help « AR 623-3+ ATRES Homepaqge + Send Feedback = Lag Cut

iew your ToDo List

Click to view your To Do list

Figure 16: To Do List

34. The window refreshes with all Working DA Form 1059’s, Forwarded DA Form
1059’s and DA Form 1059’s Pending Signature (see Figure 17). Note that the
lists include any old versions of the form that are incomplete and these can still be
completed with the old process. Preparing Officers may click an Open DA Form
1059 link to open and edit a record.

Waorking Di Ferm 1055

[t Ciags Remsrs | Visater o nagrwesi Clas B Daie
HOVTT DAY DORIS 2-1T-G23(0L) 003 LEL00S T X322 MM 2008-00-11
MOVTT GABLE CLARK 2AT-L23 (DL D05 SO12006 TS FU I008-04-20 :
MOWTT  HUDSOM ROCK F1T-£23DL) 006 BEC0DE O 162 AW 30050711 Cipsn D4 Form 1058 Matk Comedety

L

Courne | Class | Hemarks Dlate & snegpeec Clans End Date |
MARI006 KING STEFHEM Pt =ri Lok STINOT 11 ADIR A J0041001 Opss DA Fom 1058 Mak Comalsls
WAR008 MEEYER STEPHEMIE #00-BNCOC 012 ROLG004 40T PUl 20040020 m (14 28 Mak Complsts
1
Forwaided DA Foom 1055

Conmn | Clan| Date formasisd | Class End Dafe

WERZD08 K ING STEPHEN FATLR 000 prking@us anmy.mil STAT 110000 A 20041001 Hetmuls Wak Cordists
WAR2008 MEVER STEFHENIE S00-BNCOC 02 stmeyer@us.army mil  SIS9008 §1119FU 20080039 Radpuls Mk, Comeiety
WAR2008 RDOBERTI NORA  S00-BNCOC 012 novaoroblSus.army.mil S250008 B3507T PN 20060929 Bfiouls Mark Comdisls
1

DA Formn 1055 Ponding Skgnature
| Clans e Dk |
WAR2006 BONDRA PETER TAT-CRNIDL) 00T swemeg Sl Segeamss  WTLR006 110507 AN 20040831 o0 My Comeleis
WAFR2000 CROSEY SIDNEY F1T-CZI0L) D08  msemng Spow Sgrenss  AZRR00T T20XIPM 20060829 Saon Malk Comalale
WAR2008 GREEN MIKE 2AT-C2N DL OB  aiing Mabe Segeaies  MEZAQ00T H5031PU 20040020 Wgh U Complais
MSR2008 GRETSKY WAYNE TAT-CZIIDL) 009  wsticg Mater Sigeemss VZ2R00T 422808PM 20061031 Sapn Mak omelils

Figure 17: ToDo List items
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Working DA Form 1059’s

This table displays all DA Form 1059 records for which you are the designated current user.
Note that this section applies to all roles except Student. The table displays basic Student
and class information as well as any remarks made by a previous user. The records are
sorted by class end date so that reports due the soonest appear at the top.

35. To work on a DA Form 1059, click the Open DA Form 1059 link that corresponds to
the appropriate Student (see Figure 18).

Warking DA Form 1095

NOVTT DAY DORIS 2-7-C23 D) 003

L2006 THZIPM 2008-00-21 Cosn 0 Fom 1030 Mark Comoigs
MOVIT GABLE CLARK 2AT-C2I0DL) D05 SOLZ008 TIT 51PN 2006-04-20 Dpen D6 Foerm 1050 Mark Cordiste
NOYIT HUDSOM ROCK 2-11-C23DL) 008 AR2008 9 TS AN 20080731  Qpsa DA Fom 1050 Mak Comoisls

Course | Class | Aemmaiks | Dinte Aysagrees] | Chaws Bl Datw | |
MARI006 WING STEPHEN TCR e STE00T 11402040 0041001 o M Foim 100 MEEC
WAAR008 MEYER STEPHEMIE A0BNCOHC o432 RERO00d A4 9T PN 2O0ADRD0 Cpea Ba Form 1058 s
1

Click to open the DA Form 1059

Figure 18: Open DA Form 1059

36. The Student’s DA Form 1059 opens. Note that the DA Form 1059 is composed of
three sections. There is a Save Work button at the bottom of each section. Click
the Save Work button after each section is complete. There are two versions of the
DA Form 1059. See MAR2006 Version and NOV77 Version for directions on the
completion of each version.

37. After the three sections are complete, you have four options: View Entire Form,
Save & Forward, Request Signhatures, or Print View. Note that your next step is
dependent on the policy of your schoolhouse.

MAR2006 Version
The menu bar at the top of the window contains the following options to display and

complete the form. See AR 623-3 for specific instructions on each form field. Referred
reports may be created online, but must be printed, signed and distributed manually.

38. Blocks 1-10: Click this link to display the first 10 blocks of the DA Form 1059.
These blocks contain Student, school, and class administrative data (see Figure 19).
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Figure 19: Blocks 1-10

39. Blocks 11-14: Click this link to display blocks 11-14 of the DA Form 1059. These
blocks contain Student performance data (see Figure 20).
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Figure 20: Blocks 11-14

40. Block 15: Click on this link to display block 15 of the DA Form 1059. This block
contains signature information. Enter the AKO ID of the Preparing Officer, Reviewing
Officer, and Student if using electronic signatures and distribution. The system pre-
fills the AKO ID of the Student if ATRRS has that data (see Figure 21).
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Figure 21: Block 15

41. Signed: This box appears checked if the Rater, Reviewer, and Student have
electronically signed the form (see Figure 22).
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Figure 22: Signed Checkbox
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Action ltems
42. Directly below the Work Flow navigation menu bar there is an Actions menu. The
Actions menu provides users with the option to view the entire form, save the form
and forward it to another user, request signatures, and view the print layout.

Select from the
Action Items Menu

Figure 23: Action Item Menu
43. Click the View Entire Form link to display the entire form.

44. Click the Save & Forward link once the DA Form 1059 is complete in order to
assign it to the next user in your chain (see Figure 24). You may also use this link to
return the form to the previous user if necessary. Enter the AKO ID of the next user.
Check the Send Email Notice box to have the system send an email to the next
user that notes he or she is assigned the DA Form 1059. Enter remarks if necessary.
Click the Save and Forward button. Note that users may forward the DA Form
1059 record to anyone with a valid AKO account. This allows schools to use any
routing path they choose. The forwarded DA Form 1059 appears in the To Do list of
the next user.

Work Flow: = Blocks 1- 10 - ™ Blocks 11-14 «

] Enter AKO ID
— of next user
in the process
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Figure 24: Save and Forward

45. Use Request Signatures to initiate an electronic signature process. Open the DA
Form 1059 and click the Request Signatures link on the toolbar. The record is
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placed in a Pending Signature status and appears in the Preparing Officer's Pending
Signature List on the To Do List page. The record is locked and an electronic
version of the form is created and stored on the server. The routing order for
signatures is Preparing Officer, Reviewing Officer, and Student. Enter the AKO ID of
each user in Block 15 to route the form by electronic signature.

46. Print View: Click this link to view the DA Form 1059 in XFDL format (see Figure
25). You must have the free PureEdge Viewer installed on your computer to view
the PDF. Download the PureEdge Viewer from the Army Publishing Directorate at
http://www.apd.army.mil/.

47. Note that the first box on the left in Block 9 should only be checked if this is a
referred report. The Yes/No boxes are for the Student to indicate if he/she will
submit comments for a referred report.
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Figure 25: Print Form

48. Unlock for Editing: This link only appears if the DA Form 1059 is in a Request
Signatures status or has been signed and is being viewed by the class Initiator. The
Unlock for Editing feature is the equivalent of the destruction of a paper copy of
the DA Form 1059. If a DA Form 1059 is unlocked, it must be sent through the
review process and signed again. To unlock a DA Form 1059, click the Unlock for
Editing link to open a confirmation window. Select Yes, and then click the Confirm
button.
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NOV77 Version

Note that no graphics are available for this section due to the limited use of this version of
the DA Form 1059. The menu bar at the top of the window contains the following options to
display and complete the form:

49. Blocks 1-12: Click on this link to display the first 12 blocks of the DA Form 1059.
These blocks contain Student, school, and class administrative data.

50. Blocks 13-16: Click on this link to display blocks 13-16 of the DA Form 1059.
These blocks contain Student performance data. Block 16, Comments, is composed
of 21 individual lines. Fill these out exactly as you want them to appear on the
printed DA Form 1059.

51. Blocks 17-18: Click on this link to display blocks 17-18 of the DA Form 1059.
These blocks contain signature information and the Student’s forwarding address.
Enter the AKO ID of the Preparing and Reviewing Officers in order to perform
electronic signatures.

52. Signed: This box appears checked when the Preparing and Reviewing Officers have
signed the form.

53. Status Info: Click this link to display a status section. This section displays the
current status, user, and any remarks on the viewed DA Form 1059 record.

Action Items
54. Click the View Entire Form link to display the entire form.

55. Click the Save & Forward link once the DA Form 1059 is complete in order to
assign it to the next user in your chain. You may also use this link to return the form
to the previous user if necessary. Enter the AKO ID of the next user. Check the
Send Email Notice box to have the system send an email to the next user that
notes he or she is assigned the DA Form 1059. Enter remarks if necessary. Click
the Save and Forward button.

56. Click the Request Signatures link to place the DA Form 1059 in a Pending
Signature status. This causes the DA Form 1059 to appear in the Pending Signature
table of the Preparing and Reviewing Officers’ To Do lists until they sign it.

57. Click the View as PDF link to view the DA Form 1059 in PDF format. You must have
Adobe Acrobat Reader installed on your computer to view the PDF. Adobe Acrobat
Reader is available as a free download at http://www.adobe.com. The PDF file

presents a better format for printing.

58. Unsign for Editing: This link only appears if the DA Form 1059 has been signed
and is being viewed by the class Initiator. The Unsign for Editing feature is the
equivalent of the destruction of a paper copy of the DA Form 1059. When the DA
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Form 1059 is unsigned, it must be sent through the review process and signed
again. To un-sign a DA Form 1059, click the Unsign for Editing link to open a
confirmation window. Select Yes, and then click the Confirm button.

Forwarded DA Form 1059’s

This table contains DA Form 1059’s that are still in a working status and where you were
the last user to update the record. This table allows you to see if you misdirected a DA
Form 1059 or if the next user’s action is overdue.
59. If a form was sent to the wrong person and needs to be rerouted, click the Reroute
link that corresponds to the form (see Figure 26). Click the Mark Complete link if
the form is complete and no further action is needed.

Forsarded DA Form 1085

MAR2006 KNG STEPHEN 2TCR 000 st king@us srmy.mil ETR00T 114020 AM 2004100 Earnuls Wk Comblets
WARD008 MEYER STEPHENIE &80-BNCOC 012 stmeyerBusarmy mil 240008 3111 PN 20080929 Bstouls Marke C =
WAR2008 AOBERTS NORA  S00-BNCOC 072 nofe roblBus.army.mil W242008 BSSOTPM 20080929 B Ml Comoielt

Click to Reroute the form

Figure 26: Reroute Link

60. A new window opens. Enter the correct user (by AKO ID) and any Remarks
(comments) to explain why you rerouted the form. After you have entered the
correct AKO ID and comments, click the Reroute button (see Figure 27).

o ATEES
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DA Form 1059 Preparation Module .
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send form

S&nt 1o Stephen by mizteke

Figure 27: Reroute Form
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Pending Signature

This table contains DA Form 1059’s that are in a Signature Pending status and where you
are either the Preparing or Reviewing Officer. The order of signatures on the form is Rater,
Reviewer, and then Student. The system handles this signature routing automatically.
When the Initiator selects Request Signatures, the form is appears in the Rater’s Pending
Signature table on their To Do List page. Once the Rater signs the form, the form appears
in the Reviewer’s Pending Signature list. When the Reviewing Officer signs the form, an
email is sent to the Student’s AKO email account with a link and instructions on how to
electronically sign the form.

61. To sign a DA Form 1059, click the Sign link that corresponds to the appropriate
Student’s name (see Figure 28).

DA Form 105%3 Pending Signaturs

Couwrnes | Class | Hernars. Class Ered Dale |
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WAR2008 GREEN MINE 2AT-C2NOL) DO Assaeg Mabe Spseies L22200T BSBDTPM 200808028
WAR2008 (GRETSKY WAYNE TAT-CEIMOL] D09  Assmeg Mk Sigranon  LF22007 42248 PU 200671031

Click to sign form

Figure 28: Sign Form

62. The DA Form 1059 opens. Click the Signature box that corresponds to your role
(see Figure 29).
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Figure 29: Add Digital Signature
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63. The Electronic Signature Notice opens. Click the OK button to continue with your
digital signature (see Figure 30).

Electronic Signature Hotice

Your dhigtal signabure has the: same lsgal effect and consegquences as a hand weithen signature.,

(]

Figure 30: Digital Signature Notice

64. The Digital Signature Viewer window opens. Click the Sign button to search your
computer for your digital signature (see Figure 31).

Digital Signature Viewer

‘@0 No Sighature @

Click to
search for
signature

0K

Figure 31: Search for Signature

65. Select your signature file, and then click the Open button (see Figure 32).
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Digital Signature Yiewer |£
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Figure 32: Select Signature file

66. Click the Sign Using button then select Certificate/Smart card to verify your
signature with your CAC card. Click the OK button (see Figure 33).

Digital Signature Viewer

No Signature

v Approvelt - ePersona Selection

Sigrer [dentily

2. Click to
continue

ePersons: |C:\Program Files\Approvel\Caphure\MySignahs

Password: I

[ Use this ePersons as defzul

OK
— o EPEFI0NS

Certcate/Smart card

Topaz SignatureGem (serial port)
| Topaz SignstureGem 45 (serial port)
Mouwse:

Lielete I
1. Select to use
your CAC to verify

Figure 33: Use CAC to Verify

67. The Approvelt — Certificate Selection window opens. Select your certificate from
the certificate list, and then click OK (see Figure 34). If your certificate does not
show in the prompt, then you may need to export the certificate to your browser.
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There should be a menu option in your CAC Reader software to export your
certificates to your browser.

.Ir_.‘ hp;lru\':'ll Certificate Selection

Pleass pelect the certficale pou wath 1o ute bo approve the document,

Sudsect ™ |
PRESLEY.ELVIS 0

[#l]

JEMAIL CAT0

1 Select certificate

Figure 34: Select Certificate

68. The Approvelt — Approval Information window opens. Verify the information is
correct, and then click the Sign button (see Figure 35).

= Approvelt - Approval Information

Harre PRESLEY ELVIS

Sigratee |

| PRESLEY. ELVIS
Verify
information,
then click Sign

Figure 35: Verify Information

69. If your signature is valid, a Signature is Valid message displays at the top of the
window. Click the OK button to finish the digital signature (see Figure 36).
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Mgital Signature Viewer

|@’7 Signature Is Valid |

Signer. PRESLEY.ELVIS
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digital signature
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Figure 36: Signature is Valid

70. The DA Form 1059 refreshes with your Signature in box 15a. Click the Save
Signed Form button to complete your part of the process (see Figure 37). The form
is automatically placed in the Reviewer’s Pending Signature box.
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Figure 37: Save Signed Form

Student Signature

71. After the Reviewing Officer signs the form, an email is sent to the Student to instruct
him/her to sign the DA Form 1059 (see Figure 38). The link provided in the email
takes the Student to a login page separate from the main DA Form 1059 system.
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L]
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Figure 38: Email to Student

72. The electronic DA Form 1059 displays for signature once the Student logs on. The

Student signs the form then clicks the Save Signed Form button at the top of the
window (see Figure 39).
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Figure 39: Student Signature

73. A confirmation message thanks the Student for signing their DA Form 1059 (see
Figure 40).
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Figure 40: Confirmation window
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User Feedback Request

We continually strive to improve our technical manuals and user guides. If you are aware of
any inaccuracies or omissions in this guide, please forward a description which references:

e The title, date, and version number of the guide
e The page or paragraph number to which you refer (if applicable).

e The error or omission you’ve noted

If you have a suggestion on how we might better support your user community, we ask that
you share it with us.

Please email your feedback and suggestions to UserGuides@asmr.com or contact the ATRRS
Help Desk on DSN 225-2060 or Commercial (703) 695-2060.
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