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• Log into IPPS-A – https://hr.ippsa.army.mil
• Select “My Personnel Action Requests”

HOW TO SUBMIT AN AWARD REQUEST IN IPSS-A

https://hr.ippsa.army.mil/
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• Click “My Buddy PARs”

PERSONNEL ACTION PAGE
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• Input Buddy Last Name and click Search 
• Click the “name” under Soldier in dropdown

ADMIN RECORDS CORRECTION
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• Click the “Action” Dropdown

• Select “Award Recommendation 
Click Drop Down” 

• Click “Continue”

SELECT REASON PAGE
• Click the “Action” Dropdown

• Select “Reason Click Drop Down” 

• Click “Achievement”

• Click the “Action” Dropdown
• Select “Award Name Click Drop Down” 
• Click “AAM USA ACHIEVMNT MDL”



OPERATE, DEFEND, ATTACK, INFLUENCE, INFORM!U.S. ARMY CYBER COMMAND 6

• Check Eligibility (View Details EG: Bars, Flags, Etc.)

• Ensure the “Period of Award From” is the “start date for when responsibilities began”
• Scroll Down to Achievement blocks

REQUEST DATA TAB (1 of 5)
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• Type in description of Achievement in 
“Achievement Block” Max Words:84 

• Achievement Blocks should be in 
Bullet/Asterisk format (o) (*)

• Scroll Down 

ACHIEVEMENT TAB (2 of 5)
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• Type in Citation: (Max Words 252)

• Type in Narrative (Max Words 878) FOR Legion of Merit ONLY
• View Previous Awards 

• Click Next

PREVIOUS AWARDS TAB (3 of 5)
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• Click “Add Attachment”

• You can search your device for your supporting documentation or drag and 
drop into the dotted box on this screen

• You can only upload one document at a time

• Once all documents are uploaded, click Save and then click Next

UPLOAD DOCUMENTS TAB (4 of 5)
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• Click Validate 

TRANSACTION SUMMARY TAB (5 of 5)
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• Verify the S1 Pool and pool members are correct
• Click “Continue” to submit the request for 

processing
• Click “Exit” in the top left to go back to your 

Personnel actions list

SUBMIT FOR APROVAL
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• Your action will show up here and you can 
monitor its progress by clicking “Approval 
Chain”

PROGRESS REPORT PAGE
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REQUIRED DOCUMENTS FOR AWARDS SUBMISSION

ARCYBER Required 
Documents 

JFHQ-C Award Required 
Documents 

Delegation of Authority 
for Military Awards 

• AAM – SRB, STP, PCS, RET Orders
• ARCOM –SRB, STP, PCS, RET Orders 
• MSM – SRB, STP, DA 705, DA 5500/5501 
• LM - SRB, STP, DA 705, DA 5500/5501 

• AAM – SRB, STP, 
• ARCOM –SRB, STP, 
• MSM – SRB, STP, DA 705, DA 5500/5501 
• LM - SRB, STP, DA 705, DA 5500/5501 

STP- Soldier Talent Profile 
(Formerly Known as ORB/ERB) 

STP- Soldier Talent Profile 
(Formerly Known as ORB/ERB) 
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If you have any questions or concerns, reach out to the 
ARCYBER PSS at:

Email: arcyber-hhc-pss@army.mil
Phone: 762-206-9234/9235/9236/9237

ARCYBER HHC PSS CONTACT INFO

mailto:arcyber-hhc-pss@army.mil
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