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1.0   Scope 

1.1 Identification 
This User Manual applies to the web-based Senior Rater Potential Evaluation (SRPE) application. 

1.2 Application Overview 
SRPE is a required document to be completed by Senior Raters for GS-13, GS-14, and GS-15/equivalent 
personnel demonstration project employees each calendar year.  The SRPE is used to evaluate the 
potential of civilian employees in designated grades to perform in positions of increased responsibility, 
whereas the Total Army Personnel Evaluation System (TAPES) and the various personnel demonstration 
projects evaluate the quality of performance associated with the current duties and contributions to the 
mission   The SRPE is an automated module within the Civilian Acquisition Personnel and Position 
Management Information System (CAPPMIS).   

 
The Defense Acquisition Workforce Improvement Act (DAWIA) responded to the need for increased 
emphasis on the development of a better-qualified and more professional AL&T Workforce.  The SRPE 
supports this goal by helping workforce employees identify their leadership strengths and weaknesses in 
regard to a set of competencies needed by professionals.  

 
Secondly, Section 1733(a) of the DAWIA requires that the best-qualified individuals, whether military or 
civilian, be selected for acquisition positions.  By evaluating and documenting the leadership potential of 
civilian employees, the SRPE provides a document that allows selection boards to more easily and 
equitably compare a civilian candidate’s leadership potential with that of a military candidate, as 
documented on the Senior rater section of the Officer Evaluation Report (OER).  Selecting 
officials/boards will also use the SRPE to evaluate the leadership potential of candidates for civilian key 
leadership positions in the AL&T Workforce.   
 

1.3 Document Overview 
The SRPE User Manual outlines the processes for utilizing the SRPE application. 
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2.0   Referenced Documents 
• Memo, Implementation Guidance for the Revised Senior Rater Potential Evaluation, October 2004 

• Policy and Guidance Senior Rater Evaluation, October 2004 

• Army Acquisition Corps (AAC) Career Management Handbook 2003 
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3.0   SRPE Application Access 

3.1 User Access 
If your information is currently maintained in the CAPPMIS Database, you are automatically qualified to 
be a SRPE application user.  If you have already created a login account for use within CAPPMIS 
Individual Development Plan/Continuous Learning (IDP/CL) or Acquisition Career Record Brief 
(ACRB) modules then you may use the same login name and password for the SRPE module.  However, 
if you do not currently have an account in any of the previously mentioned modules, you have forgotten 
your login name or password or not in the CAPPMIS Database then follow the sections below. 

3.1.1 Creating a New Account for individuals already in the CAPPMIS Database 

1. From the CAPPMIS Homepage at https://rda.rdaisa.army mil/cappmis/, click on the SRPE 

button, . 
2. You will be taken to the main login screen for SRPE, click on the link below the login screen 

titled, “NEW USERS:Click here to create YOUR Login name/Password.”. 
3. The link will take you to a page with a field to enter in your Social Security Number (SSN).  

Enter your SSN (without dashes) in the text field and click the “Submit” button.   
4. You will see a screen like figure 1. You will be required to completely fill in all the text fields.  

Click the, “Submit” button. 
5. A confirmation page displaying login name, password, your question, hint, and answer, will be 

returned from a successful submission.  The confirmation screen will also contain “Login” 
button, which will re-direct you to the application you are trying to access. 

 
NAME: John Doe 
   

LOGIN NAME: doej
 

*Enter the username you wish to use for the ACRB IDP and SRPE.  

PASSWORD:  
*Enter your new password here.  

RE-ENTER PASSWORD:  
*Re-enter your new password here.  

QUESTION: What is my mothers maiden name?
 

*Enter a question to be asked to yourself should you forget your login name and 
password. You will be asked the above QUESTION and if you supply the correct 
ANSWER below, your password will be emailed to you.  
*Example: What is my oldest son's first name followed by his birth month?  

HINT:  
*Enter a hint that will help you answer the question above should you forget your 
password.  

ANSWER:  
*Enter the answer to the question above. This is the answer that you will have to supply 
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should you forget your password before your password can be emailed to you.   
Figure 1 Create New Login Name and Password Screen 

 
 

3.1.2 Creating a New Account for individuals not in the CAPPMIS Database 

1. From the CAPPMIS Homepage at https://rda.rdaisa.army mil/cappmis/index htm  click on the 

SRPE button, . 
2. You will be taken to the main login screen for SRPE; click on the link below the login screen 

titled, “NEW USERS:Click here to create YOUR Login name/Password.”. 
3. This will bring up a page with a field to enter in your SSN.  Enter your SSN (without dashes) in 

the field and click the “Submit” button.  You will get a message saying, “No record was found for 
the SSN you entered” (figure 2). 

4. You need to print a blank ACRB at https://rda.altess.army.mil/cappmis/acrb ins/blank.pdf. You 
will then fill-out the blank ACRB with an ink pen as instructed on the instructions page provided 
on https://rda.rdaisa.army mil/cappmis/acrb ins/.  

5. After you have completed filling in the ACRB, you will need to contact your local Acquisition 
Career Manager (ACM) for an ACRB submission.  Your designated ACM can be found at 
http://asc.army.mil/contact/acms.cfm 

 

 
Figure 2 New Password Registration 
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3.1.3 Creating a New Account for non-DACM Supervisors and Senior Raters 

 If you are a non-Acquisition supervisor only requiring access to the IDP/CL Supervisor Module, click on 
Non-DACM Addition link, on Option #5 of as shown on Figure 2. 
 

1. After clicking option #5, a screen will be prompt you to enter your SSN.  Click Submit. 
2. You will come to a form, which you will be required to completely fill in and submit.  Asterisks 

(*) next to each field denote a mandatory field. 
3. A confirmation page will appear, displaying your login name, password, your question, hint and 

answer.  The confirmation screen will also contain a “Login” button, which will re-direct you to 
the IDP/CL login page.  Login using your new login name and password. 

 

3.1.4 Forgotten User Login or Password 

1. From the CAPPMIS Homepage at https://rda.rdaisa.army mil/cappmis/index htm, click on the 

SRPE button, . 
2. You will be taken to the main login screen for SRPE; click on the link below the login screen 

titled, “Forgot Password ??”. 
3. Enter your SSN in the field provided and click the “Submit” button (figure 3). 

 

 
Figure 3  Forgot Password Screen 

 
4. The next screen, “PASSWORD MAINTENANCE” will provide you your question and hint and 

will prompt you for an answer. 
5. Input your answer.  If the correct answer is provided then your password will be displayed  

3.1.5 Assistance and Problem Reporting 

Users who encounter problems logging into or using the SRPE application should contact their local 
ACMs for assistance, a list is provided at http://asc.army mil/contact/acms.cfm  

3.2 Levels of Users 

3.2.1 Employee 

The employee usage of the system is limited to viewing or printing the completed SRPE Evaluation form 
(AAC Form 1) within the SRPE Employee Module.  The only allowable input for the Employees level 
user is the e-mail address that is registered in CAPPMIS for that individual.  Instructions on using the 
Employee Module are contained in Section 6, Employee Module. 

3.2.2 Supervisor 

The supervisor usage of the SRPE module includes all the capabilities of the Employee role and in 
addition allows supervisor’s to initiate a request for a SRPE evaluation for any employee under their 
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direct supervision and view/print an employee’s completed SRPE.  The Supervisor will utilize the 
Supervisor Module of the CAPPMIS IDP/CL module to perform these functions, more detailed 
instructions are shown in Section 4, Supervisor Module. 

3.2.3 Senior Rater 

The Senior Rater is the primary user of SRPE system.  The Senior Rater performs the SRPE evaluations 
on their subordinates at the request of the employee’s supervisor.  The Senior Raters may also view or 
print any of their own completed employee SRPE evaluations.  Instructions on using the Senior Rater 
Module are contained in Section 5, Senior Rater Module. 

3.3 System Access 

3.3.1 Systems Configuration 

We recommend using Internet Explorer (I.E.) as your Web Browser when opening SRPE Application.  
Prior to beginning SRPE evaluation and Senior Rater Pay Plan Worksheet, you will need to first place 
specific settings to your IE browser:  
 

 Go to “Tools” 
 Go to “Internet Options” 
 Click on the “Advanced” Tab  
 Scroll down to “Microsoft VM” and  
 Check, “JIT compiler for virtual machine enabled (requires restart)” 
 Restart your computer  

3.3.2 Direct Access 

As mentioned in the New User Section 3.1, you may access the SRPE system from the CAPPMIS 
homepage at https://rda rdaisa.army.mil/cappmis/index htm by using the “SRPE” button on the left-hand 
side of the screen under Acq.  

3.3.3 Linkage with IDP/CL Application 

You may also access the SRPE from within the IDP/CL   From the “Individual” module of your IDP/CL  
SRPE users may move directly to the SRPE module via the “Link TO My SRPE” button without having 
to log into the SRPE application    

 
From the “Supervisor” module of IDP/CL, you may access the Senior Rater module by using the “Link 
To SRPE Rater Module” button provided you are currently registered as a Senior Rater. 

4.0   Supervisor Module 

4.1 Supervisor’s Responsibilities 
Supervisors are responsible for identifying their employees who require SRPEs and providing the names 
of these employees to their designated senior rater.  The names must be submitted to the senior rater early 
enough to permit him/her to senior rate the employees within the allotted timeframe   After the request 
has been initiated, the supervisor is responsible for ensuring that the SRPE evaluation is completed within 
the allocated time frame.  

4.2 Module Overview 
Supervisors may request SRPE evaluations and monitor evaluation progress through the “Supervisor” 
module of the IDP/CL    
Steps to request an evaluation: 

1. Log into IDP/CL application and enter the “Supervisor” module 
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2. Use the “Request SRPE” link (see figure 4) in the same row of the employee for which they are 
requesting an evaluation.  You will also see a “Not Required” link under the SRPE column, this 
signifies that person as not requiring them to have a SRPE due to his grade and pay step.  At the 
discretion of the Supervisor, he/she may still request for a SRPE by clicking on the “Not 
Required” link. 

3. The “Request SRPE” link leads to the “Supervisor Module/Employee Access Page” (figure 5) for 
the selected employee 

 
Figure 4  IDP Supervisors Employee List 

 

If the employee requiring the evaluation is not listed then use the “Add Employee” ( ) 
button  You will be prompted to enter the employee’s SSN.  If the employee is found in the CAPPMIS 
DB then the individual would be added to the list and the system will automatically return you back to the 
Supervisor Module.  
 
The “Supervisor Module/Employee Access Page” contains a table summarizing the employee’s 
information, such as name, position, pay grade, etc., (figure 5). Several options are available for 
employees including buttons for requesting an evaluation and for selecting a Senior Rater.  A table of all 
previous SRPE evaluations requested or performed on the employee is also shown (figure 6). 

 

 
Figure 5  SRPE Supervisor’s Employee Information 

 

 
Figure 6  Evaluations List 
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For each SRPE evaluation performed on an employee, the following columns are displayed:  Action; 
Period Start Date; Period End Date; Status; and Potential Mass Range.  Refer to the glossary for 
definitions of terms.  The same terms appear within employee and evaluation lists in the Supervisor, 
Senior Rater, and Employee modules.  The action column provides links to either “View/Print AAC Form 
1”, or “Modify Request” and “Withdraw Request”.  The “View/Print AAC Form 1” option opens the 
printable form of the SRPE evaluation listed in that row. The “Modify Request” and “Withdraw Request” 
links will be described fully in the next section 4.3 SRPE Request. 
 

4.2.1 Selecting a Senior Rater 

To select a new or change a Senior Rater for an employee, the Supervisor will need to be on the 
“Supervisor Module/Employee Access Page” (figure 6).  See below for detail steps: 

1. From the IDP Supervisor Module’s Main Page (figure 4) 
2. Click on the “Request SRPE” link for the employee you want to add or change a new Senior 

Rater 
3. After you click the “Request SRPE” link, the system will then take you to the “Supervisor 

Module/Employee Access Page” 
4. Select the “Request Senior Rater for AA Blank (Employee)” button 
5. You will be taken to the “SRPE Rater Selection Filter” Screen (figure 7) 
6. The UIC selection will default to Supervisor’s Senior Rater  
7. Click the drop-down menu item if the default UIC criteria is incorrect 
8. Click the “Search” button after you have completed the selection criteria 
9. You will then be taken to a Senior Rater Selection List; select a Senior Rater by clicking on the 

Radio button then click the “Select Senior Rater” button 
10. Once a Senior selection your make, you be taken back to the “Supervisor Module/Employee 

Access Page” with the new Senior Rater reflected under the “SRPE Employee Information” 
Table  

 

 
Figure 7  Senior Rater Selection Page 
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4.3 SRPE Request 

4.3.1 Requesting an Evaluation 

To request an evaluation, click on the button, “Requesting Evaluation for Employee XXX”   The button 
will list/contain the name of the individual for whom you are requesting an evaluation.  This will take you 
to the “New SRPE Request Form” page (Figure 8).  This form will contain the name of the employee, the 
evaluation period dates, and the name and email address of the Senior Rater to whom the request will be 
delivered.  It is critical that you verify the Senior Rater’s email address for correct delivery. 
 
The evaluation period “From” and “To” dates will be pre-filled with the beginning and end dates of the 
previous calendar year   Supervisors will need to modify the “From” and “To” date fields if the actual 
rating period differs from the default   When changing the period dates, you must follow the following 
business rules; the rating period: 

 Cannot span more than a year  
 Must be greater than 90 days 
 The “To” date cannot be more than 60 days past the current request date  
 If the SRPE is not an annual SRPE (one that does not cover an entire calendar year), it is 

recommended that you not leave less than 90 days within the calendar year unrated.  This 
ensures that the next evaluation within the calendar year can meet the 90-day minimum length 
requirement. 

 
The form also has a “Comments” text field.  Any comments the Supervisor enters in this field will appear 
in the automated email sent to the Senior Rater, when the “Submit Request” button is clicked an 
automated email will then be sent to the Senior Rater and Employee.  The system will automatically 
return to the “Supervisor/Employee Module Access Page” for that employee. 
 

 
Figure 8  Requesting a SRPE 

 

4.3.2 Modifying Evaluation Request 

To modify an evaluation request, click on the “Modify Request” link in the evaluations list within the 
“Supervisor Module/Employee Access Page” (figure 6).  A request form similar to the one in figure 8 will 
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replaced typed over, and then resubmitted using the “Submit Request” button.  This will effectively 
remove the old request and initiate a new one.  The automated notification system will send e-mail to the 
Senior Rater notifying him/her of the modified request. 

4.3.3 Withdrawing Evaluation Request 

Withdraw a request by clicking on the “Withdraw Request” link provided the evaluations list page 
(figure 6). 

 
**NOTE:  Once the Senior Rater has begun the initial SRPE evaluation requested by the Supervisor 
then the ability for Supervisors to modify or withdraw the request will no longer be available. 

5.0   Senior Rater Module 
The “Rater Module/Administration Page” contains 3 main sections: Senior Rater Information, Employee 
List and Rater Worksheet access. The first section contains a table of information pertaining to the Senior 
Rater (figure 9).  The Senior Rater may change the email address held in the CAPPMIS database by using 
the “Change Email Address” button found.  The second section contains a table listing employee 
information (figure 10).  This section is explained fully in section 5.2 that follows.  The third section is 
used for accessing the SRPE Rater Evaluation Worksheet (figure 11).  This section will also be explained 
fully in 5.3 2 section that follows.  At the bottom of the Senior Rater main page is the “Link To IDP 
Supervisor Module” button.  Using this button allows an individual with both supervisor and rater 
privileges the ability to switch between their IDP/CL Supervisor and SRPE rater modules.   
 

 
Figure 9  Senior Rater Information 

 

 
Figure 10  Employees List 

 

 
Figure 11  Accessing SRPE Evaluation Worksheet 
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5.1 Senior Rater’s Role/Responsibilities 
The Senior Rater’s main responsibility is to ensure that he/she performs the annual SRPE evaluations on 
all the employees they senior rate.   
 
For each grade/broadband senior rated, the Senior Rater is also required to maintain a less than 50% the 
Above Center of Mass (ACOM) block at any given time. 
 

5.2 Employee List Table 
In order to perform an evaluation on an employee, the Senior Rater must be logged into the Senior Rater 
Module and have the employee listed as a subordinates within the “Employee List” Table (figure 10).  
 
For each employee listed in the “Employee List” Table, the following columns are displayed:  “Name, 
Cmd  UIC, Pay Grade, Rater Action/Latest SRPE Evaluation Status, SRPE Start Date, SRPE End Date, 
and Potential Mass Range”.  Each employee name serves as a link to the “Rater Module/Employee 
Access Page” (see section 5.3) for that employee.  The “Rater Action/Latest SRPE Evaluation Status” 
column provides a link to the last evaluation performed or being performed on that particular employee.  
If the “Rater Action/Latest SRPE Evaluation Status” column is shown as “complete”, then the link will 
take the Senior Rater to the “View/print Form AAC 1” page for that evaluation, (see section 5.4 3).  If 
“requested” or “incomplete” link is shown under the “Latest SRPE Evaluation Status” column then the 
hyperlink will take the Senior Rater to the “SRPE Evaluation Entry Form” to either start or complete the 
evaluation (see section 5.4 1).  

5.2.1 Modifying Employee List Table 

The Senior Rater may alter the employees shown in their “Employee List” Table either by adding, or 
deleting the employee(s) (figure 10).   

5.2.1.1 Adding Employees 

The Senior Rater may add employees that are not shown on the “Employee List” Table to the table in one 
of two ways.  If the Senior Rater knows the SSN of the employee they wish to add, then the Senior Rater 
can use the “Add Employee” button provided and following the instructions on the page that follows.  
However, if a Supervisor has not requested an evaluation then the Senior Rater will not be able to begin a 
SRPE until the Supervisor does so. 

5.2.1.2 Selecting Employees 

If the senior rater does not know the employee’s SSN, he/she may select from a list of employees by 
using the “Select Employees” button.  Using this button brings up the “Select Filter” selection page 
(figure 12).  The Command and UIC selection filters default to the Command and UIC of the current user, 
i.e., the Senior Rater.  The Senior Rater may change the filter if necessary.  Once the proper filter 
conditions have been set then the Senior Rater may use the “Search” button to return a list of employees 
matching the selected search criteria (figure 13).  To add specific employee(s) the Senior Rater need only 
place a checkmark in the box that appears next to the names of the employee(s) and then use the “Add” 
button at the bottom of the page.  This will add the selected employee(s) to the “Employee List” Table 
and return to the “Senior Rater/Administration Page”.   
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Figure 12  Select Employee Filter Selection 

 

 
Figure 13  Search Results 

 

5.2.1.3 Deleting Employees 

To delete employee(s) from the “Employee List” Table, the Senior Rater need only use the “Delete 
Employee(s)” button.  Using this button will return a list similar to the “Employee Selection List” Table 
(figure 13), which contains all the employees currently in the “Employee List” Table.  To delete an 
employee, or multiple employees, the Senior Rater should place a checkmark in the checkbox(s) next to 
the appropriate name(s) and then use the “Delete” button at the bottom of the list.  This will delete the 
selected employee(s) from the “Employee List” Table and return to the “Senior Rater/Administration 
Page”   

5.3 Rater Module/Employee Access Page 
The purpose of the “Rater Module/Employee Access Page” is to allow the Senior Rater to review each 
employee separately from the list of all employees.  The Senior Rater will be directed to this page from 
the main page of Senior Rater Module if they click on the employee name link in the “Employee List” 
Table (figure 10). The Senior Rater can see the history of evaluations performed on a specific employee 
regardless of who their rater may have been (figure 14).  This page contains a list of the evaluations for a 
selected employee, similar to the lists in the Supervisor and Employee module.  The “Action” column 
may contain three options depending on actions taken by the Senior Rater.   

1. “Begin Evaluation” link to begin new evaluation requested by the Supervisor 
2. “Continue Evaluation” link for an incomplete evaluation or 
3. “AAC Form 1” link to view a completed SRPE.  

 

 
Figure 14  Senior Rater’s Employee Access Page 
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Each evaluation listed will show the “Action, Period Start Date, Period End Date, Status and Potential 
Mass Range” for that evaluation.  The “Action” column text acts as a link to the relevant action to be 
taken on the evaluationEvaluating Employees 

5.3.1 SRPE Evaluation Entry Form 

The Senior Rater may access the SRPE Evaluation forms by either of the two methods: the status message 
hyperlink in the “Rater Action/Latest SRPE Evaluation Status” column on the “Rater 
Module/Administration Page” (figure 10); or the status message hyperlink in the “Action” column on the 
“Rater Module/ Employee Access Page” (figure 14).   

5.3.1.1 Instructions for Completing Evaluation(s) 

**PLEASE NOTE:   
In order to maintain a single-page form, the sum of the character lengths of the “Comment on Potential” 
and Future Assignments fields is limited to 1600.  If you go over the number of characters you will be 
alerted and advised in the number of words to reduce your comments in order to achieve a proper one-
page fit.  Also make sure you read over Systems Configuration, Section 3.3.1 before starting this section. 
 

1. Supervisor Comment  
a. Pre-populated. 
b. Supervisor comment captured during original request for an evaluation  
c. This comment does not appear anywhere on the actual completed AAC Form 1. 

2. Employee Information 
a. Pre-populated. 
b. Includes Name, Pay Plan, Series, and Duty Title. 

 
3. Evaluation “From” and “To” dates 

a. Pre-populated by Supervisor during initial request, this field may be overwritten. 
 

4. Reason for submission 
a.    Must select one, either Annual or Board 
 

5. Evaluation Last Updated 
a. Pre-populated date 

 
6. Nine Leadership Actions 

a. Entry Required 
b. The nine leadership actions default to “Yes” (on radio buttons), change it to “No” depending 

on whether or not the employee exhibits this leadership action. 
c. A selection of “No” for any leadership action requires comment or explanation to be entered 

in the leadership comment block for that leadership action.  Any leadership action comments 
included for either a “Yes” or “No” selection will appear on page 2 of AAC Form1 

d. The nine leadership actions are: 
i. Political Savvy, Interpersonal Skills, Influencing Negotiating, Accountability, 

Decisiveness, Problem Solving, Conflict Management, Team Building, and Continual 
Learning  

 
7. Best Describing Action  

a. Entry required. 
b. Select 3 out of the nine leadership actions that best described the employee.  Place 

checkmarks in the appropriate checkboxes to the left of the leadership actions. 
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8. Number of employees you currently rate in this pay grade 
a. Pre-populated. 
b. This number is the number of all IDP employees of the senior rater’s IDP Supervisor in a 

specific pay category. 
c. May be overwritten by the Senior Rater. 

 
9. Potential Mass Range 

a. Entry Required. 
b. Select ACOM, COM, or BCOM depending on whether the employee’s potential falls above, 

within, or below the center range of the mass of employees that you currently rate and have 
rated in the past.   

c. In making this selection you should keep in mind the less than 50% ACOM rule (section 5.1). 
 

10. Comment on Potential 
a. Entry required.  Recommended 225 words or less.  Approximately 1350 characters or less 

counting spaces as characters. 
b. Comments are essential in performing these evaluations.  Senior Raters are strongly 

encouraged to provide additional comments.  DO NOT address performance duties in the 
current position. 

 
11. Future Assignments 

a. Entry Required 
b. Text field limited to 30 words or less. Approximately 180 characters or less counting spaces 

as characters. 
c. Briefly describe no more than three future assignments that this employee would be qualified 

to fill. 
 

12. The “Spell Check” button is provided for your convenience.  When used this feature will examine 
all text words in the evaluation; this feature is similar to Spell Check in Microsoft Word. 

 
13. Indicate whether you are finished and would like to resume later, or if you have completed the 

evaluation, the two options are described as follows:   
a. To resume evaluation at a later time: Check the “Click here to save and come back later”. 
b. To complete an Evaluation: Check, the “Click here to finalized this evaluation”, the 

system will do a check to make sure you have filled in everything properly, and have not 
broken any business rules.  This page will require you to correct mistakes before 
completing the evaluation.   

 
14. When finished, whether complete or planning to resume the evaluation later, click the “Submit” 

button.  After the “Submit” button is clicked, the system will bring you back to the 
“Rater/Module Employee Access Page”. 

 
**EVALUATION BEST PRACTICE: 
1. Complete the Senior Rater Pay Plan Worksheet prior to performing evaluations (see section 

5.4.2) 
2. Enter actual evaluations starting with the lowest potential rating within each pay grade 

(employees that fall within COM or BCOM first).   
3. Finally, enter those employees in ACOM bracket last  

 
This practice will assist the Senior Rater to reduce the number of evaluations rejected due to the less than 
50% ACOM rule (See Section 5.1) 
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Figure 15  SRPE Entry Form 
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5.3.2 SRPE Rater Pay Plan Worksheet 

The SRPE Rater worksheet is a tool for a Senior Rater to use prior to performing the required actual 
SRPE evaluations.  This worksheet is a very helpful tool in that it provides a working copy to help the 
Senior Rater maintain a less than 50% ACOM range for each pay grade/broadband level (see section 5.1).   
The SRPE evaluation entry module does not allow the Senior Rater to input an evaluation that would 
break the less than 50% ACOM rule  This could be frustrating for the Senior Rater if they typed in all of 
the data and then went to finalize the SRPE, only to discover that they couldn't complete the SRPE due to 
this rule  The worksheet will allow the Senior Rater to select any given mass range for more than one 
employee all at one time. As mass range selections are made, the projected mass range figures on the page 
are dynamically calculated to reflect the Potential Mass Range for that Senior Rater. This feature allows 
the Rater to do “what-if” scenarios for all of the employees in each pay grade, in order to see how it 
affects the projected mass ranges. When the Senior Rater is satisfied with the results, the worksheet may 
then be printed and used to enter the actual data into the evaluation entry forms without the risk of being 
prohibited from finalizing an evaluation due to the less than 50% ACOM limitation   A Senior Rater may 

access a Rater worksheet by selecting a Pay Grade from the drop down list  and 

the rating year  within the third section of the Rater Module/Administration Page (figure 
11). 

**PLEASE NOTE: 

This feature requires JavaScript to be enabled within the browser.  Please go to section 3.1.1 above if you 
have not configured you Internet browser  

5.3.2.1 Worksheet Example 

**NOTE:  
The completion of the Rater worksheet (figure 16) is not mandatory to complete any SRPE employee 
evaluations. This is only a tool provided for the Senior Rater.  Note also that, unlike the actual 
evaluation(s), the worksheet may be saved with as much or as little data entered as desired.  There are no 
data entry requirements to be met for the worksheet. 
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Figure 16  SRPE Evaluation Worsheet Example 

 

5.3.2.2 How to Use SRPE Evaluation Worksheet 

 
1. Current SRPE Percentages – This reflects the current mass range percentages for all SRPEs 

completed by the Senior Rater for a specific pay-grade/broadband selected. These numbers will 
remain constant with each session of the page because it reflects SRPEs that are already 
completed. As the Senior Rater completes actual evaluations, these numbers will be updated 
dynamically.  

 The Senior Rater may access their historical evaluations by clicking on the, “Current 
SRPE Percentages” link.  They may view the spreadsheet in HTML format or download 
as an Excel Spreadsheet. 

2. Projected SRPE Percentages – These percentages are the result of the current mass range 
percentages when combined with the mass range selections made on the worksheet.  

For instance if the Senior Rater has previously completed 4 evaluations, two of which  received 
COM, then the current COM percentage would be 50%. Then if the Senior Rater had one employee 
listed on the worksheet and rated an additional employee with another COM, then the projected COM 
would be 50%.  

The Projected SRPE Percentages are the figures the Senior Rater should watch most closely. The 
projected ACOM percent is the number that the rater must keep less than 50%.  As the Senior Rater 
selects ranges for their employees on this page, the Projected SRPE Percentages will automatically be 
calculated.   

3. Employee Table - Below the SRPE Percentages is the employees list table.  The columns in the 
table are as follows:  
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o Name - The name will appear with one asterisk (*), two asterisks (**) or no asterisks  

 No asterisk -- This employee has not had any SRPE Evaluation(s) for the 
selected year or has not had any evaluation(s) that span the entire selected year. 
No data is pre-filled for this employee except for the default rating period.  If a 
previous evaluation has been completed for the employee for a portion of the 
selected year, then the rating period will be defaulted to the remaining unrated 
portion of the year.   

 One asterisk (*) --This employee has already received at least one SRPE 
Evaluation that covers the length of the selected annual evaluation cycle. The 
information has been pre-provided for this employee. No additional inputs are 
required for this employee.  

 Two asterisks (**) -- Information provided for this employee in this row reflects 
an incomplete SRPE by the Senior Rater for this employee within the selected 
year. The data is pre-filled with the partially completed evaluation but may be 
overridden on the worksheet. Entries for this employee may be saved to the 
worksheet itself but does not affect the actual incomplete SRPE  

o Position  - Indicates the employee’s duty title. 

 Rating Period  - pre-populated by Supervisor’s initial request  

o 9 leadership action columns 

 For each of the nine leadership actions, input a “Y” for Yes or “N” for No. The 
worksheet will default to “Y” and you may change to “N”.  Enter a “Y” if you 
think this employee possesses this leadership action, or “N” if you do not think 
they possess this leadership action.  

This is not mandatory, but could be useful to complete for all listed employees to assist the Senior Rater 
in making decisions regarding Mass Range selections  

o Mass Ranges 

 Select the corresponding radio button under Profile for the mass range choice for 
a given employee for the current pay group. 

 See the “Projected SRPE Percentages” change with the mass range selection  

o Save 

 Use the “Save Worksheet” button to save the data entries and modifications. 

PLEASE NOTE: all data entered for employees will be saved only to the 
worksheet and not their actual SRPE evaluations  

o Print 

 You may print the worksheet by using your browser print option ( ).   

 Microsoft Internet Explorer version 5.0 or higher is recommended for printing   
the worksheet.  Other browsers or versions may produce unpredictable results. 
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 To ensure that the worksheet prints solely on one page, select the “Landscape” 
mode and reduce the margins to 0.25 inches under File > Page Setup. 

5.3.3 View/Print AAC Form 1 

5.3.3.1 Basis for AAC Form 1 

Data that is collected during the SRPE Evaluation Entry (Section 5.3.1) and data available from the 
CAPPMIS database is compiled and merged into the viewable/printable version accessible through the 
SRPE application (AAC Form 1).  The AAC Form 1 must be printed and signed by the Senior Rater and 
Employee for official purposes.  The actual data for the evaluation is kept on file in the SRPE 
Application, and can be re-printed at any time.   

5.3.4 AAC Form 1 Content 

The form has four main sections, Part I, Part II, Part III and Part IV. 
 
 
 
 
 
 
 
 
Part I: Employee Senior Rater Information Sections/Signature blocks.   
 

 

 
Figure 17  AAC Form Part I 

 
 
Part II: Leadership Actions.  This section displays results in the leadership action fields from the 
evaluation entry form, including the three best describing actions. 
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Figure 18  AAC Form Part II 
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Part III: Potential Evaluation.  This section contains the potential comment, future assignments, and the 
potential mass range fields that were captured in the evaluation entry form. 
 

 
Figure 19  AAC Form Part III 

Part IV: Leadership Action Comments 

 
Figure 20   AAC Form Part IV 

 
 

6.0   Employee Module 
The employee module is used by the employee to view all of his/her previously SRPE evaluations.  
Employees are able to access this module by clicking on 

 after they have successfully logged into 
SRPE application or if they are in their individual IDP/CL module they can click on 

 as a shortcut.   
 
The main page of the employee module has two main sections: SRPE Rater Information and the 
Evaluations Listing.  The SRPE Ratee Information section is a table containing information pertaining to 
the employee: Name, Position Title, Pay Plan, Series, etc (see figure 21).  The employee can change the 
email address within the CAPPMIS database using the “Change E-Mail Address” button available in this 
section.  Selecting the “Change E-Mail Address” button will present a list of instructions to follow to 
successfully complete the change.   
PLEASE NOTE: This change applies to all CAPPMIS applications to include, ACRB and IDP/CL and 
not just the SRPE application. 
 
The second section on this page lists all previous evaluations performed on the employee (figure 22).  
This list is similar to other evaluation lists presented throughout the SRPE application.  Completed 
evaluations provide a link to the View/Print Form 1 option (section 5.3).   
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The “Close Browser…Done with IDP/SRPE” button may be used to exit the browser window.  The “To 
IDP Individual Module” button will take the employee to their individual IDP/CL record to allow for ease 
of access between the two applications. 
 

 
Figure 21  Employee Module Employee Info Table 

 

 
Figure 22 Evaluations List 

 

7.0   Feedback 
Users of the SRPE application (Senior Rater, Supervisor or Employee) may provide feedback about the 
SRPE system by selecting any of the links provided on the SRPE pages.  The Feedback 
feature provides a text entry form, which allows users to enter free-text information.  The Feedback 
information will be sent once the “Submit” button is clicked   The feature will automatically create and 
send email notification to the proper personnel within the SRPE application. 
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Appendix A: Acronyms 
AAC   Army Acquisition Corps 
ACM   Acquisition Career Manager 
ACOM   Above Center of Mass 
ACRB   Acquisition Career Record Brief 
AETE   Army Acquisition, Education, Training and Experience 
AL&TWF  Acquisition, Logistics and Technology Workforce 
BCOM   Below Center of Mass 
CAPPMIS  Career Acquisition Personnel and Position Management Information System 
CE   Corps Eligible 
CMIF   Career Management Individual File 
COM   Center of Mass 
DACM   Director, Acquisition Career Management 
DAWIA  Defense Acquisition Workforce Improvement Act 
IDP/CL   Individual Development Plan/Continuous Learning 
IE   Internet Explorer 
OPM    Office of Personnel Management 
SRPE   Senior Rater Potential Evaluation 
SSN   Social Security Number 
TAPES   Total Army Personnel Evaluation System 
UIC   Unit Identification Code 
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Appendix B:  Glossary 
• Action – Column usually present in Evaluation List Tables within the SRPE system.  The column 

will contain a text hyperlink to perform various actions.  The action link text can be: “AAC Form 
1”, Begin Evaluation or Continue Evaluation”. 

• Period Start Date – begin date of the evaluation period; synonyms are SRPE Start Date, SRPE 
begin date SRPE from date, etc. 

• Period End Date – end date of the evaluation period; synonyms that also appear within the 
system are SRPE end date, SRPE to date, etc. 

• Latest Evaluation Status – various employee list tables within the SRPE system contain a 
column labeled, “Latest Evaluation Status”. This column contains the status of evaluation with 
the latest evaluation period.  The status could be listed as either: “Requested by Supervisor”, 
“Incomplete”, or “Complete”. 

• Status – status of the evaluation: “Requested”, “Incomplete”, “Complete”. 
• Potential Mass Range—mass range awarded to an employee during an evaluation: “ACOM, 

COM, BCOM”. 
• AAC Form 1 – printable form of the SRPE Evaluation.  Receives signatures from employee and 

from Senior Rater for official submissions. 
• Evaluation Entry Form – entry form used to collect data.  Completes the AAC Form 1. 
• Supervisor – Employee registered as a supervisor within the IDP system. 
• Senior Rater – The employee must also be registered as a supervisor of the IDP system.  The 

Senior Rater of an employee is the employee responsible for completing a SRPE evaluation on 
that employee. 

• Employee - person registered within the CAPPMIS system for which a SRPE has been requested. 
• ACOM – Above Center of Mass. Rating given to an employee by the employee’s Senior Rater 

during an evaluation.  Refers to the employee’s potential as compared with all other employees 
the Senior Rater has rated in the same pay grade/broadband. 

• COM -- Center of Mass.  Rating given to an employee by the employee’s Senior Rater during an 
evaluation  Refers to the employee’s potential as compared with all other employees the Senior 
Rater has rated in the same pay grade/broadband. 

• BCOM-- Below Center of Mass.  Rating given to an employee by the employee’s Senior Rater 
during an evaluation.  Refers to the employee’s potential as compared with all other employees 
the Senior Rater has rated in the same pay grade/broadband. 

• Evaluations List Table – table used with in the SRPE system that contains a row for each 
evaluation performed on the individual for which the table is being accessed. 

• Employee List Table – table used with in the SRPE system.  Contains a list of all of the 
employees that a supervisor or Senior Rater manages. 

• SRPE Request – Request for an evaluation. Initiated by the employee’s Supervisor for the 
employee’s Senior Rater to perform. 

• SRPE Rater Pay Plan Worksheet – worksheet provided as a tool to Senior Raters by the SRPE 
system.  Assists Senior Raters in performing their required evaluations.  A worksheet is available 
to a Senior Rater for every pay plan for which they have subordinates/employees. 

• Leadership Actions – qualities for which the Senior Rater must rate his/her subordinates. 
• Best-Describing Actions  -- The three leadership actions of the nine leadership actions that best 

describe the employee. 
• Overall Potential Comment – Comment from the Senior Rater on an employee’s potential. 

Required on the SRPE Evaluation entry form.  Pertains to the Senior Rater’s view of the 
employee’s leadership potential. 
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• Future Assignments – entry required on the SRPE Evaluation entry form.  Pertains to assignment 
or positions for which the employee would be a good candidate  

• Current SRPE Percentages – number of completed evaluations receiving ACOM, COM, and 
BCOM each divided by the total number of completed evaluations in the SRPE system for any 
one given Senior Rater.  

• Projected SRPE Percentages – what the current SRPE Percentages would be after the Senior 
Rater completed a series of evaluations.  
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Secondly, Section 1733(a) of DAWIA requires that the best-qualified individuals be selected for 
acquisition positions, whether they are military or civilian.  By evaluating and documenting the 
leadership potential of civilian employees, the SRPE provides a document that allows selection 
boards to more easily and equitably compare a civilian candidate’s leadership potential with that 
of a military candidate.  
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SRPE is the method/policy used by the Senior Rater to evaluate their subordinates. The primary 
purpose of the SRPE is to assess leadership potential for the civilian acquisition workforce of GS-
13 equivalent Personnel Demonstration Project and above. Individuals are evaluated against nine 
leadership competencies. The results of the SRPE will provide an assessment of an individual's 
strengths and weaknesses in regard to these leadership competencies. These results will be used 
to develop each employee's Individual Development Plan (IDP) for purposes of career 
development.  The SRPE evaluation will be completed annually for members of the Army 
Acquisition Corps (AAC) and the AAC's Corps Eligible (CE) Program who are currently 
occupying an acquisition position. In addition, AAC and CE members who are not currently 
encumbered in an acquisition position are required to have a completed SRPE when applying for 
Army acquisition, education, training, and experience (AETE) opportunities. 
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Completed and signed SRPE's will be included in the Career Management Individual File (CMIF) 
for AAC and CE members.  In addition to evaluating leadership potential of the civilian 
acquisition workforce, the SRPE program will also establish and maintain Senior Rater 
profilesThe Senior Rater 
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An automated profile is maintained on each Senior Rater for each grade/pay band he/she rates.  
The profiles are cumulative and are the responsibility of the senior rater to maintain.   
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profile will be a cumulative history showing the distribution of all SRPE ratings completed by a 
senior rater for each pay grade and/or broadband level. Each year a Senior Rater profile will be 
forwarded to the senior rater's CMIF. 
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Another purpose of the SRPE policy is to comply with the requirements of the Defense 
Acquisition Workforce Improvement Act (DAWIA), which requires the most qualified 
individuals be selected for acquisition positions, whether they are military or civilian. This 
authority is cited from Title 10 of the U.S. Code, Chapter 87, Sub chapter II, Section 1722(a) and 
(d). The SRPE will evaluate and document leadership potential of the Army civilian acquisition 
workforce. This documented leadership potential is balanced against information contained in the 
evaluation of military personnel for purposes of selecting the "best qualified" individuals for 
critical acquisition leadership positions.  For purposes of conducting a SRPE evaluation process, 
the employee's senior rater is defined as the supervisor's supervisor if the employee is under a 
Personnel Demonstration project. If the employee is under the Total Army Personnel Evaluation 



System (TAPES), the senior rater for SRPE is the same senior rater as identified under TAPES, 
within the chain of command at the employee's parent organization. This applies to employees 
whether or not they are in matrixed organizations, on long-term training, in developmental 
assignments, and/or detailed to another organization.  If the Commander, or equivalent leader, is 
the employee's immediate supervisor, he/she may also serve as the employee's senior rater. 
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The senior rater will annually assess the leadership potential of an employee during the 
employee's annual performance appraisal rating period. Also, senior raters of personnel currently 
not encumbered in an acquisition position, will be required to rate the leadership potential of an 
employee for purposes of competing in a selection board with other employees for career 
development opportunities. Senior raters are required to evaluate the leadership potential of their 
civilian employees using the nine competencies as defined on the SRPE Rating Factor Form 
(AAC Form 1).  The competencies used have been defined and identified by Office of Personnel 
Management (OPM) as competencies desired at the basic supervisory level and above, thereby 
providing benchmarks and enabling consistent rating among senior raters. The purpose of these 
procedures is to provide detailed information and instructions on the Acquisition Corps' SRPE 
system. This evaluation has been designed to assess the leadership potential of AAC employees. 
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page.  Enter in your answer to the question you provided during original account creation.  If 
the listed email is incorrect or missing, change it and then click submit.  You will receive 
a confirmation page that tells you that you will be receiving your password in an email. 
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http://asc.rdaisa.army.mil/contact/acms.cfm 
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If an employee is A VALID employee in the CAPPMIS database then that employee will be 
added to the supervisor’s list and the system will automatically return to the Supervisor Module. 
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and then follow the instructions provided for a supervisor 
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and should then follow the instructions for adding an employee  
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to your list of employees supervised.   
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s  
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 for who you are requesting the evaluation 
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with the last digit in each year left off. 
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selected rating year respectively 
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to match the fiscal year the evaluation 
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 will cover. 
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  If the actual evaluation period is something other than (different) than the fiscal year, then the 
actual dates the evaluation will cover should be used for input.  For example, an on-the-spot 
board evaluation would require actual dates rather than a fiscal year.   
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However, if the actual evaluation period is totally different than the fiscal year, for instance, for 
an on the spot board evaluation, then input the actual dates the evaluation will cover 
 

Page 9: [35] Deleted Lin, Wen 11/15/2004 2:40:00 PM 

se 
 

Page 9: [35] Deleted Lin, Wen 11/15/2004 2:41:00 PM 

,  
 

Page 9: [36] Deleted akinsc 10/25/2004 1:59:00 PM 

  
Cannot span two different fiscal years  
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fiscal  
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input 
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Whatever information the supervisor 
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them  
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as a response to the 
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first evaluation request, the  
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Senior Rater Evaluation Worksheet 
 

Page 10: [45] Deleted Lin, Wen J 11/25/2003 12:04:00 PM 

8 
 

Page 10: [45] Deleted Lin, Wen J 11/24/2003 2:31:00 PM 

2 
 

Page 10: [45] Deleted Lin, Wen J 11/25/2003 12:04:00 PM 

9 
 

Page 10: [45] Deleted Lin, Wen J 11/24/2003 2:31:00 PM 

4 
 

Page 10: [46] Deleted Lin, Wen 11/15/2004 2:56:00 PM 

 with the greatest of ease 
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The IDP/CL Supervisor module has a complementary “Access SRPE Rater Module” button, 
which may be used to move directly to the SRPE Rater Module. 
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.  If the SRPE evaluation has been completed, then the only action that will be possible is the 
“View/print AAC Form 1” action.  When an evaluation is incomplete, the text in the “Action” 
column will provide a link for the Senior Rater to access and complete that specific evaluation. 
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Formatted Bullets and Numbering 
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The status messages in both columns are dependent upon the stage in the process that the 
evaluation is currently in and will change as modifications are made to the evaluation.  The 
“Latest SRPE Evaluation Status” column on the “Rater Module/Administration Page” has 
messages that will display either “Requested by Supervisor” or “Incomplete”; both function as 
hyperlinks to the SRPE Evaluation forms.  The “Action” column may display “Begin evaluation”, 
“Continue Evaluation” or “View/Print Form” but all of the status messages function as hyperlinks 
to the SRPE Evaluation forms. 
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Formatted Bullets and Numbering 
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sum of all the characters in all of the comment blocks  
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5 
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for an employe 
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e 
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Formatted 
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Formatted Bullets and Numbering 
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Formatted 
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Formatted 
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Formatted Bullets and Numbering 
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Formatted Bullets and Numbering 
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Formatted 
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Formatted 
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Formatted Bullets and Numbering 
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Formatted 
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Entry Required. 
 
Place a checkmark in either “Yes or No” for each of the nine leadership actions depending on 

       whether or not the employee exhibits this leadership action. 
A selection of “No” for any leadership action requires comment or explanation to be 

entered 
 

Page 13: [69] Deleted Lin, Wen 11/15/2004 3:46:00 PM 

in the leadership comment block for that leadership action.  Any leadership action 
comments included for either a “Yes” or “No” selection will appear on page 2 of 
AAC Form1 

The nine leadership actions are: 
 

Page 13: [70] Deleted Hopson, Patricia 11/12/2003 8:54:00 AM 

provide a comment in the leadership comment block under each leadership action. 
 

Page 13: [71] Deleted Lin, Wen J 11/24/2003 2:39:00 PM 

to address this in the “Comment on Potential” block. 
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Formatted Bullets and Numbering 
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Page 1: [74] Deleted Lin, Wen 11/15/2004 8:25:00 AM 

253 
 

Page 14: [75] Deleted Lin, Wen J 2/9/2004 8:24:00 AM 

 less  
 

Page 14: [75] Deleted Lin, Wen J 2/3/2004 3:12:00 PM 

50 
 

Page 14: [76] Comment [a1] akinsc  
Removed 7.b that said that the leadership action comments would be included in the comment on potential 
block.  So what was 7.c is now 7.b 
 

Page 14: [77] Deleted akinsc 1/29/2004 5:08:00 PM 

Any comments included in the leadership action comment blocks will be included here as well as 
any additional comments the Senior Rater desires to be included here. 
 

Page 14: [78] Deleted Lin, Wen J 1/29/2004 6:14:00 PM 

Comments are essential in performing these evaluations.  Senior Raters are strongly encouraged 
to provide additional comments.  DO NOT address performance  duties in the current position.  
 

Page 14: [79] Deleted akinsc 1/29/2004 5:10:00 PM 

Text field limited to 150 characters 
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To resume evaluation at a later time: Check the “Click here to save and come back 
later”. 
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from the bottom up 
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Enter evaluations for all employees anticipated to fall within the BCOM and COM areas first 
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E 
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Complete the Senior Rater Pay Plan Worksheet prior to performing evaluations (see section 
5.4.2) 
 

Page 14: [84] Comment [WJL2] Lin, Wen J  
 This can be deleted once we implement the two page AAC 1 Form. 
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50 
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NOTE:  In order to maintain a single-page form, the sum of all of the characters in all of the 
comment blocks is limited to 1500.  If you go over this number of characters you will be alerted 
and advised in the number of words to reduce your comments in order to achieve a proper one-
page fit 
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Page 17: [92] Deleted Lin, Wen 11/15/2004 3:57:00 PM 

is SRPE because it would break the less than 50 
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.  If you are still experiencing difficulties then contact Ms. Wen Lin at wen.lin1@us.army.mil 
or 703 805-2234. 
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**PLEASE NOTE: 
This feature requires JavaScript to be enabled within the browser.  Please go to section 3.1.1 of up 
have not configure you Internet browser.  If you are still experiencing difficulties then contact 
Ms. Wen Lin at wen.lin1@us.army.mil or 703 805-2234. 
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 (?) 
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,  these 
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were 
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unde 
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r 
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0 
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for this employee will be saved, and further access of this worksheet will 
reflect the previous saved worksheet, and not the actual incomplete 
SRPE Evaluation. 
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No asterisk -- Dates will reflect either the entire  
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selected year or will reflect the date span not covered by any previous 
evaluation for that  
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 selected year. 

One asterisks (*) – Dates for the rating period will display on the completed 
evaluation.  

Two asterisks (**) – Dates reflect the dates entered into the incomplete 
evaluation.  These dates may be changed on the worksheet, but changes 
on the worksheet will not affect the actual evaluation.   

 

Page 19: [105] Deleted Hopson, Patricia 11/12/2003 9:15:00 AM 

Again this is not mandatory, but could be useful to complete for all your listed employees, and 
help your decision as to what Mass Range to select for them.  
 

Page 19: [106] Deleted Lin, Wen 11/15/2004 4:28:00 PM 

This field is not mandatory.  It may be left blank by the Senior Rater. 
 

Page 19: [107] Deleted Lin, Wen J 11/24/2003 3:50:00 PM 

Remember, all data entered for employees without stars (**) next to 
them will be saved however, employees with **marked next to the 
names will not be saved since the reflection of the incomplete SRPE will 
be displayed the next time the worksheet is brought up.  
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three 
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 and  
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The fields are generally self-explanatory.  Note that a printed and signed copy of the form is 
required for all official submissions.  The SSN, signature, signature date, and ratee copy fields are 
pre-populated upon form creation. 
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