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SF-52 System

• The purpose of this desk reference is to assist users as they enter and use the HRO ticket 

system. The ticket system will provide a single point for administrators, supervisors and HR 

Specialists to receive, view and process personnel action requests. 

Some important notes on the system:

• Personnel action requests contain personal identifiable information (PII), only Commander’s 

Support Staff (CSS), Unit Administrator or those who have completed and turned in a System 

Access Request (SAAR) Form will have the ability to submit requests. A System Access 

Request must be submitted to HRO in order for users to access, submit and view action 

requests.

• HRO’s SharePoint is built on an Army site. All users who wish to view or submit tickets must 

have their Cyber Awareness Training and AUP completed with the G6.

• All personnel actions are automatically logged into the HRO as soon as the user posts the 

request.  The user can follow the flow of the action through the Ticket System. 

• Users must review the online log prior to calling HRO about their personnel action requests.
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SF-52 System

• SharePoint access: https://cop.co.ngb.army.mil/sites/home/Pages/Home.aspx

• If you do not have access to SharePoint follow the steps starting on pg. 4 to gain 

access

• Those who currently have SharePoint access, start on pg. 8 for directions on submitting 

and tracking SF-52s

• SF-52 approval signatures:

• The hiring official (first line supervisor) must sign block 5 as the “Requestor”  

• The AO/Directorate must sign block 6 as the “Authorizer” 

• A different POC may be added to block 3

• ARMY: The first line supervisor is responsible for SF-52 submissions, read only access 

may be given to higher level Commanders/supervisors for tracking purposes 

• AIR: Only CSS’ are authorized to submit SF-52s, read only access may be given to 

higher level Commanders/supervisors for tracking purposes 

https://cop.co.ngb.army.mil/sites/home/Pages/Home.aspx
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Request New User Access

Begin by going to the 

public site 

(https://co.ng.mil). Go to 

the bottom and select New 

User.

https://co.ng.mil/
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Air New User

Select the button that is appropriate. All users 

must have their Cyber Awareness training 

completed and loaded into ATC and their AUP 

signed online.
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Steps for New User

Follow the steps, you 

will need to get the 

certificate for the Cyber 

Awareness Challenge 

and send the required 

information to the Army 

G6.
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Request New User Access

Once you have been added to the Army

SharePoint you can access the page from the 

public site. At the bottom of the page select 

Portal Access to get to the SharePoint page. 

NOTE: You need to use your email 

certificates.
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SharePoint

From the CONG 

homepage, hover over the 

Joint Staff tab and select 

HRO.
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HRO SharePoint

Select the Tech SF-52 

button to begin submitting 

tickets.
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SF-52 Ticket System

This is where all personnel 

actions and vacancy 

announcements will be 

submitted and processed.

Begin by selecting either SF-52 

for actions such as Time Off 

Awards, or Vacancy 

Announcements.
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Completing the Request

Complete all applicable sections. 

Be sure to follow the instructions 

for the naming convention as this 

will affect how the ticket is saved.

For employee actions: Click the 

Action Request SF-52 bubble, fill in 

the Name of the Employee who the 

action is for, and Position Title.

For Vacancy Announcements: 

Select the Announcement Type, 

position title and the name of the 

employee who the position is Vice. 

DO NOT SELECT THE PRIORITY 

OR VA NUMBER.
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Submit Ticket

The comment section will 

automatically timestamp 

your ticket. Use the fillable 

section to provide any 

additional information to 

HRO about the SF-52.

Add the hard copy SF-52 and any 

additional documents (i.e. 

resumes) by selecting the blue 

attachment button. 

If you need to add additional 

documents select the Click Here. 
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Submit Ticket

Once all required sections 

are completed, you can 

select the Submit button.

The Submission Status and 

Submission Section is used by HRO 

to move the ticket within HRO. The 

default is set to “Submitted” and 

“Requesting Unit”. Selecting any 

other drop down option may affect 

HRO’s processing of your request. 

Please do no change the selection.
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View Submission

You will be able to view the progress of your submission. 

The first view will be anything submitted to HRO but has 

not been actioned yet. 
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Different Views

You can track the 52 but selecting the three 

dots and selecting the desired view.
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Ticket System Contact

If you have any problems or questions about the ticket 

system please contact Miriah Mitchell at:

720-250-1164 / miriah.j.mitchell.mil@mail.mil


