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How to Use This Guide

The Table of Contents guides the user on where to find specific information. The page numbers
are linked to the pages and the user may skip to specific pages by clicking on the number.

Click the question mark icon (J? ) in the user guide for more information.

Click the Pro Tips icon ( ) for helpful tips.
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Introduction to Index Validation Operator

The Index Operator role allows you to upload images, view and enter data from those documents into iPERMS.
The Index Operator role requires document indexing, and will create a batch error if the indexing is not completed. The
index data entered enables iPERMS to correctly file documents in Soldiers’ records, allowing users to retrieve the correct
Soldiers’ records and documents.
Successful retrieval depends on the accuracy of the information entered and validated during this process.
The documents must be completed correctly, indexed and validated correctly before being filed in the Soldier’s record.
Incomplete documents may remain in the Soldier’s record.
Incorrectly filed documents may:

-Require additional work

-Appear missing from the Soldier’s record

-Expose PII (A violation of Federal Law)
Not all batches will move from the current unit level to the next unit in the Chain of Command. The Domain Manager (DM)
can determine what percentage of an Indexer's work is kept at the same unit level for verification from the IV user's peers.

Like most roles, Index Validation Operator is assigned by an iPERMS Domain Manager or Domain Administrator. You will
know what roles are available to you when you log in to IPERMS.
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Index Validation Operator at a Glance

After the batch is opened and the images are in view, the batch is ready to be indexed. Below are the indexing steps.

Step 1 View each image to determine if it is readable. Use the Image Viewer Toolbar to enlarge the document view.
Click the Open All button to expand/collapse the document tree so that you can easily see how many images are
in the batch.

Step 2 Edit or organize the images so that multi-page documents are complete. If necessary, documents/images can be
deleted, images can be added, and images can be deleted or marked for rejection.

Step 3 Enter and validate the index data.
Step 4 Check for Duplicate Documents.
Step 5 Finish the batch.

The following gives detailed direction on the system and how to best utilize it.
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File Types and Document Requirements

IPERMS supports Web Uploading of TIFF and PDF files. Each document should conform to the following standards.
TIFF Standards PDF Standards

* 300 dpi * 300 - 600 dpi (for scanned black/white pages)

* monochrome * 300 - 400 dpi (for scanned color/grayscale

« CCITT group 4 compression pages)

format * Average page size of 3MB or less
* Average page size of 3MB or less * 100MB maximum file size
* 100MB maximum file size * Portfolio PDF not allowed

IMAGE UPLOAD FAILED

low compression BASIC INSTRUCTOR COURSE.tiff
(Invalid Dots Per Inch{DPI), must be 300 DPI)

If a file does not meet

Web Uploader x

Click below to select images to upload or -
drag and drop them to the batch. clear file list

the above criteria, the R

file name will appear
in red font with a
message indicating
why the file cannot be
uploaded.

Select files... @ Done

D AC POI.docx
File type not allowed.

Close
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File Types and Document Requirements

In iPERMS, documents must be clearly marked with the Soldiers DOD ID in the upper right hand section of the
document. Ensure that the DOD ID is not so close to the top that it gets cut off. The SSN can be used if the DOD ID
is not available. If the ID number is embedded in the document, there is no need to write in the upper right corner.

Correct ID number placement ID number placed too high and not visible

XXXXXXXXXX k.
DEPARFMTNT OF THE ARMY

THE UNITED STATES OF AMERICA

TO ALL WHO SHALL SEE THESE PRESENTS. GREETING:

HAT TI1) ¥ n FHE ARMY ILAS AWARDED

THE ARMY COMMENDATION MEDAL
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CAC Log In

IPERMS is CAC Log In Only

Primary Records Center

'YOU ARE ACCESSING A U.S. GOVERNMENT (USG) INFORMATION SYSTEM (IS) THAT IS PROVIDED FOR USG-AUTHORIZED
USE ONLY.

By using this IS (which includes any device attached to this IS), you consent to the following conditions: Select Role:

= The USG routinely intercepts and manitors communications on this IS for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and

counterintelligence (Cl) investigations INDEX/VALIDATION IN CO/P3ATO
At any time, the USG may inspect and seize data stored on this IS.

* Communications using, or data stored an, this IS are not private, are subject to routine monitoring, interception, and search, and neconem RN CO
may be disclosed or used for any USG-authorized purpose.

This IS includes security measures (e.g., authentication and access controls) 1o protect USG inferesss == fo-:ioim oot
bensfitor privacy. e — AUTHORIZED OFFICIAL
= Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative
content of privileged communications, or werk product, related to personal representation or servic
psychotherapists, or clergy. and their assistants. Such communications and work product are prive
Agreement for details

DoD Approved Certificate Login: Need help with CAC login? SOLDIER
Login to IPERMS with your CAG or other i Please contact your local DEERS office
DoD approved certificate
Problems accessing iPERMS?

1 ACCEPT Please contact support at 502-608-0217

CERTIFICATE LOGIN

1.0.10-8DEV
036a2b53a501abflcfed7caDBE67b1931d3Ch672 |
036a2!

Primary Records Center

9
C | IC k I Acc E PT to d en ote iPERMS i the Army's authorized personnel records repositary for the Army Military Human Resource Record (AMHRR). The AMHRR is the Army's

System of Records protected by the Privacy Act of 1974 (Title 5 U. S. Code 552a) as amended. The Privacy Act protects the privacy of individuals from
unwarranted intrusion

a c k n OWI e d ge l I ' e nt Of “You have been granted access to the AMHRR as an Authorized Official to assist you in the performance of your official duties. Official need to know and
the performance of your official duties are the only reasons you have access to iPERMS. You have been authorized to use the y Identi
t h e u S e Of gove r. n m e nt Information (P1I) and other information in the AMHRR only in the performance of your official duties.
“You are responsible and accountable for your actions in iPERMS. You are not authorized to allow another individual to view iPERMS using your login
i Unauthorized disclosure of Pll or viewing an individual's AMHRR for other than official purposes are violations of the Privacy Act that will
Syste m S a n d p e rso n a I |y subject you to Civil and Criminal penalties. All of your activities in iPERMS are logged automatically by iPERMS and may be made available to
management upon an official request to report your iPERMS usage.
i d e nt i fi a b | e i nfo r m at i 0 n Personally |denti on and other ion residing in the AMHRR and iPERMS must be treated as "For Official Use Only". LOGOUT
The full "Privacy Act of 1974 as amended” is available at the following link for your reference:
. CI . k | d Privacy Act of 1974 (PDF)
warning. ICK ONn Index et bt i . ‘
“Your dicking on the "I Accept” button signifies your understanding of the Privacy Act of 1974 as amended and your responsibility to safeguard personal
. . information, to properly dispose of any physical copies obtained from iPERMS Online, and to prevent unauthorized use, access, disclosure, alteration, or
Validation Operator role e P
to upload documents.

| ACCEPT LOGOUT
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Announcements Page

Upon logging in, you will see general information and announcements as seen in the image below.

‘Batch Manager | Batch ~ | REPORTS - | [d ‘ F

Announcements for Index/Validation in CO 1

PLEASE READ:

Do not scan, upload or transmit documents containing classified information to iPERMS. iPERMS cannot file classified documents. Classified AMHRR documents must be uploaded to iPERMS-S. See this website for information regarding requesting access to iPERMS-S:
https://www.hrc.army.mil/content/10932

PLEASE READ:

Army Service Center (ASC), will update the list of Required Documents fer filing in the AMHRR quarterly. The new list of Required Documents will supersede the list in Table B-1, Appendix B of AR 600-8-104. Select link for a list of required documents -
https://www.hrc.army.mil/asset/14900

DOD ID Number can now be used in place of SSN

It is mandatory to ensure that either the DOD ID or the SSN of the Soldier is in the upper right hand corner of every document, if it does not appear in the content of the document. Please make sure that the number is not too close to the top or side of the document that it is
cutoff in the scanned image.

General Announcements

PLEASE READ:

SYSTEM MAINTENANCE:
iPERMS is scheduled for Maintenance on Saturday October 24th, 2020 from 1000 ET - 1800 ET. The iPERMS application may experience intermittent interruptions during the time specified.

Release Notes

iPERMS Application Release notes https://iperms.hrc.army.mil/releasenotes/ \

From the Announcements Page the operator may:
See announcements pertinent to the domain, run a Batch Originator Report, create a new
batch, access the Batch Manager page, switch roles and set preferences.
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Switching Roles

Batch Manager

Batch ~ | REPORTS - | [ | @

8794 m

Logged in as
Role: Index/Validation

expires in 364 days on 2020-06-04

System (2.0.7.3)

Inbox
Preferences
Log Out

Logged in as

Role: Index/alidation

expires in 364 days on 2020-06-04
System (2.0.7.3)

Inbox

Switch Role

Record Manager in CO

Authorized Official
Soldier

Preferences

Log Out
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iPERMS will let you switch
between any role you are
assigned. You may also view
your Soldier record with the
same login. As an IV Operator,
you must finish the batch you
are working on, or you will get
an error message warning that
you are unable to switch roles
while editing a batch. After
successfully switching roles,
your domain flag and profile
icons will flash.




Preferences

Batch Manager

Batch ~ | REPORTS - | [ | @

8794 m

Logged in as

Role: Index/Validation

expires in 364 days on 2020-06-04

System (2.0.7.3)

Inbox

Switch Role

Preferences

Log Out

To change email address or notification preferences, click on
PREFERENCES. Change setting appropriately and click on SAVE.

‘ Batch Manager | Batch v | REPORTS ~ I@
8793

Alternate E-Mail Address

Please enter the E-Mail address you would like iPERMS to use when sending alerts. If you do not supply an alternate E-Mail address iPERMS will use your default
address, whichis  john.q.goodsoldier .ctr@mail.mil. Click Reset to clear alternate E-Mail address and use default address.

|John.Q.So\dier@gmawl.com| X|

Save Reset

Notify me when a new document is added to my Army Military Human Resource Record (AMHRR).

Notify me when I create a batch.

Notify me when a batch I created is processed into iPERMS (batch documents are added to Army Military Human Resource Records (AMHRRs)).
Notify me when a batch I created gets deleted instead of processed into iPERMS.

Notify me when a batch I created gets sent back to me due to scanning problems.

Save
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Creating a Batch

Option 1 (This can also be done from the Announcements page)
1. Click “Batch”.

2. Click “Create Batch” to open the Batch Processing queue.

Batch Manager Batch ~ REPORTS ~

(= Batch Stage j
fer] Lndex/ Validation ¢! Search: clear | LI Selected [ Assigned REFRESH HOT KEYS Batches per Page: i
: [] Unassigned [ ] Select Date
e g « FIRST «PREVIOUS 1 to 1 of 1 batches NEXT » LAST »
Batch Id*  Check Out Unit s Batch Name % Created# Stage # Assigned # Docs # Errors ¢ Container # Comment L4

58338 CHECK OUT P3ATO / P3ATO 10/08/2020 2020-10-08 1 2/2
14:37:07 14:42:49

Option 2

1. Click on Batch Manager in the menu bar

2. Users can create a new batch by clicking on the | icon.
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Batch Number Identification

* /PERMS

[usamny)
4 || Batch #58338
4 | CERT BIRTH SOLDIER
|l Image 1.1 pdf
“ . Document 2
|/ Image 2.1 pdf

Batch #58338 ~

B o 2® QLEQ 4 (4] =5 1 «fi /1 ()0

NOTE: Your Batch Number is created once you have started a new batch.

The Batch Number displays in two places on the screen. (upper left corner and menu
bar)

You can also get the Batch Number from the Batch Originator Report, see page 32.

There are TWO options for adding images to your batch.

1. Drag and Drop the files you need to upload to the queue (see page 15)

2. Select Files you would like to upload from a location on your computer (see page
14)

***Pplease note that you are still able to upload zip files just as you could in the previous version of
iPERMS.

Document ~

BATCH FIELDS

Batch Name: 10/08/2020 14:37:07

Container: |

Comment:
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DOCUMENT FIELDS

SSN/DoD ID: |
Q

Soldier Name: |
Q

Rank:

Doc Name:

SIDs:

Effective Dt: YYYY-MM-DD



Uploading Documents to the Queue

Select Files

Web Uploader
Upload images to batch 58369

Click on document icon with starburst
or Document tab>upload document

iPERMS supports Web Uploading of TIFF and PDF files. Each document should conform to the
following standards.

Click on the Select Files... button
Click and highlight the files for upload.

TIFF Standards

PDF Standards

* 300 dpi + 300 - 600 dpi (for scanned black/white pages)

* monochrome * 300 - 400 dpi (for scanned color/grayscale pages)
e CCITT group 4 compression format + Average page size of 3MB or less

* Average page size of 3MB or less * 100MB maximum file size

* 100MB maximum file size * Portfolio PDF not allowed

***Users can upload multiple files
at one time by holding the CTRL key
and selecting each document

Please refer to the Web Upload How-To Guide for detailed guidance.

Click below to select images to upload or drag and drop them to the batch.
clear file list

If all documents meet the criteria
outlined to the right, the document
will upload and ready for indexing.

Select files...

CTI- HARD COPIES OF THIS DOCUMENT MAY NOT BE THE LATEST VERSION



Uploading Documents to the Queue

Drag and Drop

Highlight the documents identified for upload (using the CTRL or Shift key to select multiple documents) Click and drag
those documents to the iPERMS window. Let go of the mouse to drop the documents into the queue. If all documents
meet the criteria outlined below, all of the documents will be in the queue.

Web Uploader
Upload images to batch 56804

iPERMS supports Web Uploading of TIFF and PDF files. Each document should conform to the
following standards.

TIFF Standards PDF Standards
* 300 dpi * 300 - 600 dpi (for scanned black/white pages)

* monochrome = 300 - 400 dpi (for scanned color/grayscale pages)
* CCITT group 4 compression format * Average page size of 3MB or less
* Average page size of 3MB or less * 100MB maximum file size

* 100MB maximum file size * Portfolio PDF not allowed

Please refer to the Web Upload How-To Guide for detailed guidance.

Click below to select images to upload or drag and drop them to the batch.
clear file list

Select files...

CTI- HARD COPIES OF THIS DOCUMENT MAY NOT BE THE LATEST VERSION



Uploading Documents to the Queue

The documents will upload and this screen will open with all the documents from the batch. Now, the operator may
organize the documents or add more documents to this batch.

e i PE RMS Check ‘ Hot Keys | Batch #30937637 ~ | Document ~ l[m

P

| Image 1.1 pdf

. Document 2

.l Image 2.1 pdf

.. Document 3

1 Image 3.1 pdf

~ Document 4

Image 4.1 pdf

. Document 5

JImage 5.1 pdf

./ Image 8.1 pdf

.. Document 9

LI Image 9.1 pdf |4

. Document 10

. 1Image 10.1 pdf

B | B[ E)=| &R [E]3 |

Sen of Caldecc e " R A
Thic Ceililicote of Girth sha d 2e

Batrolacs | 08 buesles, Cal’lormis Dats

.. laa Yepas, Jevada

Place of Marsia
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4 i Batch #30937637 i Bl s&%C 28 L [22 f1 " ()0 BATCH FIELDS
“ L Document 1 jln

Batch Name: 10/01/2020 14:02:21

Comainer: |

Comment: |:|

DOCUMENT FIELDS

sswpoptos | |9
Soldierwame: L 12

“ L Document 6 Rank:

[ Image 6.1 pdf DocWame: 19
“ L Document 7 SIDs:

| Image 7.1 pdf Biyplace | LOE Angeles, Califomin S— SR LR R
“ L Document 8 Hetkars Maden Sene .. S — Effective Dt:  YYYY-MM-DD i

NEXT DOCUMENT

NEXT IMAGE

AA

DOWNLOAD ALL IMAGES



Batch Processing Queue

Option 1

There are two options for organizing documents in a batch.

Option 1: ***Quickest Way*** - Vertical Toolbar Buttons

Y

=)

Join with Previous Doc — joins a document with the document above it.

Hovering the mouse over an

Join with Next Doc — joins a document with the next document. [1Image 4.1 pdf | wr |

icon in the vertical toolbar will

Move Image Up — Moves an image up within a document or into the preceding document.

UImage| Reverse Images in

Doc

display a text description of  iimage == pury
Move Image Down — moves an image down or into the next document. what that button does when '\Image 4.4 pdf |53
Split — Separates images into two separate documents. selected.

Clear Index Values — Clears index values for this document.

Rejection Flag — marks a document for rejection

Delete Selected Document and all of its images — Deletes a document from the batch and all of its images.
Reverse document/image order for the Entire batch — Reverses order of documents and images.

Reverse Image Order in selected Document — Reverse order of images for the selected document.
Upload Images— Allows the user to add images to a batch.

Scan Images — provides access to the Web-Based scanning functions and allows the user to scan
images to a batch using a locally connected scanner.
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Batch Processing Queue

Option 2

Add Document
Upload Image(s)

Split Document

Join with Previous Doc

Join with Next Doc

Move Image Up

Move Image Down

Delete Selected Doc/Image

Clear Index Values for this Document
Toggle Document/Image Rejection Flag

Scan Images

Sort Images in Doc
Reverse Document/Image Order for Entire Batch

Reverse Images in Doc

Repeat index data in new docs:

Soldier
Document Name

Effective Date

Option 2: Menu Bar Document Tab Dropdown Selections

Click on the Document tab in the Menu Bar.
Select the appropriate action from the
dropdown list. These options function exactly
like the toolbar described on the previous

page.
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Batch Processing Queue

i PE R MS Hot Keys | Batch #58450 v | Document ~

(158887
4 3 Batch #58450 = B2 QAQAGQ 0k [ a ()0 L |BaTcH FIELDS
- Document 1 =
Balch Viewsr Tools

H i:r:-;".::;f- e 3 # .I'Elﬂ|.'.:||:!'. T 1o naKgim |

| 1 i 3 ol | il to widlh | . .
& e _ These tools will magnify or decrease

' ' R the viewing size of the document, or
— i T — rotate the orientation of the document.
; [ Do s The magnifying glass tools are

() Rotats Fags especially helpful to see older, or
e e i ) e — pixelated documents.
el ixtn .-.:||I|.r-:||:|||l.1'|-: l:l:l [ R —— 1
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Deleting Documents or Images

Method 1- Vertical toolbar, highlight the Method 2- Dropdown menu, highlight the
document or image on the left that you want to document or image on the left that you want to delete
delete then click the delete icon. X | then click the Delete Selected Doc/Image option.
Ti'-? Check Hot Keys Batch #58451 ~ Document ~ l@ ﬁ.ﬁ
4 5 Batch #58451 !%‘ Add Document
<4 . Document 1 ? Upload Image(s)

T

|1 Image 1.1 pdf

1020 13:25:17
Split Document

Join with Previous Doc :l

Join with Next Doc

Move Image Up

=

Move Image Down ‘LDS

Delete Selected Doc/Image

Clear Index Values for this Document :l
Toggle Document/Image Rejection Flag

Scan Images

Sort Images in Doc
Reverse Document/Image Order for Entire Batch :l

Reverse Images in Doc

EIEI =R

® o ® Repeat index data in new docs: AM-DD B

Soldier

) PROBLE! v
Document Name

T

Effective Date
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Join Documents

Method 1- Vertical Toolbar, highlight the image you want to Method 2- Dropdown Menu, highlight the image you want to
join with another and then choose the join up ﬂj icon, or join join with another and then choose the Join with Previous Doc, or
down =1 icon. Join with Next Doc option.

* Check | HotKeys | Batch #58451 ~ | Document - | |&

Batch #58451 = Bl SR AR QR E: f1 " ( Add Document
“ | Document 1 =N Upload Image(s)
[ Image 1.1 pdf 77‘ 1020 13:25:17
] Split Document
T Join with Previous Doc :l
j Join with Next Doc :I
=" Move Image Up
E ' Move Image Down LDS
".‘IA Delete Selected Doc/Image
— Clear Index Values for this Document :I
E Toggle Document/Image Rejection Flag
%:] Scan Images 7 :I
@ ' " Sort Images in Doc
ﬁ( Reverse Document/Image Order for Entire Batch :I
Ef Reverse Images in Doc
3
® o ® Repeat index data in new docs: him-pD 5
Soldier
) PROBLEl v
Documen t Name

T

Effective Date

vor N

Images must end in the same file type in order to be joined. For example, PDF and PDF images can be joined. A PDF
and TIFF cannot be combined. Also, the operator cannot join documents if one has been digitally signed.
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Join Documents

UNCLASSIFIED/ /FOR OFFICIAL USE ONLY

Check Hot Keys | Batch #47970 ~ | Document ~ Im ‘ ‘%

4 | Batch #47970

4 J.Document 1 j3 e i oo Lad iz 1 2 > "( )0 B
1 Image 1.1 pdf =
ot

I Image 1.2 pdf
|1Image 1.3 pdf Dl‘

[Image 1.4 pdf |Bi PO 51-12, 1 April 2008 NN/4 Strom Hudson
= g Commander, 1% Brigade Tl % STROM HUDSON
Himage 1ot Fort Lewis, WA 28433 4 v COL, EN

I Image 1.6 pdf =i

| JImage 1.7 pdf *_':J

| Image 1.8 pdf E ‘ .

1 Image 1.9 pdf 7|

JImage 1.10 pdf l%]:]
“ . Document 2 )

_/Image 2.1 pdf

Brigade Commander

Please note: You cannot combine PDF images into one file using third party software. This will create a multi-image
file that cannot be properly split into separate documents. When a combined file is uploaded, it will look like this in
the iPERMS viewer. As shown, the highlighted image has one icon, but the thumbnail to the right shows both images.
You may use the thumbnail on the right to scroll through the images.
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Split Documents

Method 1- Vertical Toolbar, highlight the image you want to split Method 2- Vertical Toolbar, highlight the image you want to split

from another and then choose the split icon |ﬂm| from another and then choose Split Document from drop down
menu.
T*I Check Hot Keys Batch #58451 ~ Document ~ ]@ ﬁ.ﬂ
4 |5 Batch #58451 E Q[ ] e (1 /1 (@ X Add Dacument
“ | Document 1 Upload Image(s)

[ JImage 1.1 pdf

1020 13:25:17
Split Document

Join with Previous Doc :l

Join with Next Doc

Move Image Up

= i
E
]
+
|

—

e

Move Image Down ‘DS

|
b )

Delete Selected Doc/Image
Clear Index Values for this Document :l

Toggle Document/Image Rejection Flag

e

Scan Images

. Sort Images in Doc
Reverse Document/Image Order for Entire Batch :l

Reverse Images in Doc

CRENAAL

] [ ] ® Repeat index data in new docs: aM-DD &

Soldier
) PROBLED v

Document Name

Effective Date r

[ ~

This will split a document with several images, into two documents. The highlighted image and every image after, will
split into another document.
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Move Images Up and Down

this moves an image Method 2- Use this dropdown to move the image from its
— present position into another document before it or after it

Method 1- Vertical Toolbar,
one position up or down.

Check Hot Keys | Batch #58451 - | Document - | [®d ﬁ.g

B :,ét R[] (1 1 ( ) Add Document

Upload Image(s)

“ Batch #58451

“ | Document 1

./ Image 1.1 pdf

EVEIE,

1020 13:25:17
Split Document

Join with Previous Doc :l

Join with Next Doc

Move Image Up

—

. 4',"“ - Move Image Down iLDS

a7
]

Delete Selected Doc/Image

Clear Index Values for this Document :I

Toggle Document/Image Rejection Flag

i

Scan Images

' o Sort Images in Doc
Reverse Document/Image Order for Entire Batch :l

Reverse Images in Doc

& o [P

L] L] ] Repeat index data in new docs: M-DD i

Soldier
) PROBLE! v

Document Name

Effective Date T

[ ~

Images must end in the same file type in order to be joined. For example, PDF and PDF images can be joined. A PDF
and TIFF cannot be combined.
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Indexing Metadata

Batch Name: Automatically populates with date and time
stamp batch, but can be customized, if the operator chooses.

Container: Add text to this field to identify batch content.

Comment. Additional information can be included in the
comment field. This field can be modified after saving.

The Batch Name, Container, and Comment fields may be filled
in accordance with SOPs. Container is often the BDE or
MACOM UPC. It may also be the document information (ex:
SIDPERS, HRO, etc.) As this can vary greatly, check with your
command. The batch name is frequently the operator’s name
and contact information.
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BATCH FIELDS

Batch Name:

Container:

Comment:

10/01/2020 14:02:21

Board Docs




Indexing Metadata

SSN/DoD ID: Either the SSN or DoD ID can be entered. ***Note: When you enter the SSN, if the
Soldier already has an iIPERMS record, the field will switch to the Soldier’s DoD ID. All fields with a
magnifying glass have the “type ahead” feature. This provides suggestions that match the characters
that have already been typed.

Soldier Name: Last Name First Name. This will populate if the ID number is entered first.

Doc Name: Type the document name and select the entry from the list. The Required Documents List
can be found at

Reject Doc: This field details the document issue and will require the document sent to the queue
detailed in the rejection code.

Effective Date: Either Select the date by clicking on the calendar next to the date field or type the date
in the YYYY-MM-DD field. Note: the date must be entered in the exact order.

SIDs: The SID for each document is automatically populated and cannot be modified.

DOCUMENT FIELDS

SSN/DoD ID: |

Soldier Name: |

Rank:

Doc Name: |

SIDs:

Effective Dt: YYYY-MM-DD

Filling these fields may be optional or required. The operator will receive an error message
upon completion of the batch if fields are left blank and they are required by the domain
manager. If these fields are not visible, you will not need to index the batch.
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https://www.hrc.army.mil/asset/14900

Duplicate Document Check

Duplicate Document Check

Potential Duplicate Document(s) found.

If you run the duplicate check on your batch and receive a Duplicate Document Check message as displayed left, you must
examine both documents to ensure you are not uploading a duplicate document into a record. Dup docs must be resolved
before the batch can be completed. Click OK to open the Duplicate Document (aka Dup Doc) Tool.
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Duplicate Document Check
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‘ New Document in Batch Permed Document in Record
4 || Batch #86827 BATCH FIELDS
< | DA 10598 IPERMED DOCUMENT-- 776762837
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SERVICE SCHOOL ACADEMIC EVALUATION REPORT BATE : Container: | |
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From the Input Operator role, the user can only delete the document in the batch. Documents cannot be deleted from the record in the
Input Operator role. If the document is not identical (AWD DOC is a common example) select the green tab icon to keep the doc and not
create a problem case.
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Duplicate Document Check

m g o
PERMED DOCUMENT-- /00071981

' This icon will close the Dup Doc Tool

M This icon will delete the new document, it is a duplicate of a permed record
_'?J This icon will keep the new document and create a problem case

Ela]‘ This icon will keep the new document and will not create a problem case
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Finishing the Batch

Hot Keys Batch #86827 ~ Document ~
Batch #86827 i‘ BlE2aa0Qml h 1 ()0 Finish Batch ATCH FIELDS
“ L DA1059p = —_—
modified
i Cancel ntainers [ |
ol Validate Batch ~ oon & l:|
= Check for Duplicates
| &7 SERVICE SCHOOL ACADEMIC EVALUATION REPORT OCUMENT FIELDS
+) For use of this forn Tt o s e 05/25/2 Delete Batch
| T LAST NAME - FIRST NAME - i Indexing Complete I GRADE[4.BR [6. SPECH pepeat Batch mnformation o S
2 TEST.05948 AKO £ A comainar Bareal resosz: pes Y
7:] 6. C(_)URSE TITLE comman . ink: SFC :
& Tactical Wire Operator This batch is completely indexed. Finish the batch 1s 1 gcMame: | DA 1059 e
o 9. TYPE OF REPORT| 10, PERIOD 0 2nd send it to the next workflow stage? ON OF COURSE (Year, month, day) S 2
E [0 RESIDENT From: 200 0030301 Thru: 20030501 Effective Dt 2004-06-05 £
- & NONRESIDENT {12. EXPLANA CANCEL ’ NEXT DOCUMENT
13. PERFORMANCE SUMMARY 14, DEMONSTRATED ABILITIES NEXT IMAGE
a. WRITTEN COMMUNICATION . AA/
*a. [ EXCEEDED COURSE STANDARDS ONOT EVALUATED [CJUNSAT  (JSAT  XISUPERIOR SownToACYINAGES)
(Limited to 20% of class enrollment) b. ORAL COMMUNICATION
CINOT EVALUATED [JUNSAT [OSAT  [XSUPERIOR
b. (J ACHIEVED COURSE STANDARDS ¢. LEADERSHIP SKILLS ' .

The Input Operator may finish the batch by clicking “Finish Batch “ in the drop down menu. If all fields are filled in
appropriately, this batch will proceed to the Index/Validation queue. The Input Operator may also click “Next Image”
on the final document. Again, if all fields are filled appropriately, the operator will receive the “Indexing Complete”
dialogue box. Click “Finish” in the dialogue box to send the batch to the next stage of the workflow. After this, the
operator can run a Batch Originator Report to see which queue of the workflow it is in.
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Batch Processing Hot Keys

TRAINING TRAINING
oG TRAINING TRAINING TRAINING

IPERMS

TRAINING TRAINING

TRAINING TRAINING T NG TRAINING  TRAIN Indexing Hot KeyS

IV Indexing Hot Key Legend

“ Batch #58455 | )

= | Document Navigation
... Document 1

Hot Keys:
Input Operators can use

Key Function

Up Arrow
Escape + Left Arrow
down Arrow

Escape + Right Arrow

Previous Image
Previous Document
Next Image

Next Document

Indexing

shortcuts on the keyboard e e e s
. . N Performs automatic lookups and validations
for functions available in the Escape + 2

vertical toolbar and batch
processing drop down
menus.

TRAINING
TRAINING

NI =EITE

Ctrl + Left Arrow
Ctrl + Right Arrow
Ctrl + Up Arrow
Ctrl + Down Arrow
Ctrl + Page Up

Ctrl + Page Down

Rotate Image Left

Rotate Image Right

Move Selected Image Up/Move Selected Image Into Previous Document

Move Selected Image Down/Move Selected Image Into Next Document

Zoom Image Out

Zoom Image In

Escape + E Expand/Collapse All Documents in navigation window

Escape +J Join selected document with next document

Escape + K Join selected document with previous document
Insert Split document starting with selected image

Escape + Insert

Escape + Delete

Validate/Check Entire Batch

Delete selected document/image

Escape + R Toggle Document/Image Status

Escape + B Reverse Document/Image Order for Entire Batch
Escape + W Reverse Image Order in Selected Document
Escape + Y Clear Indexing Fields for Current Document

Escape + Home

TRAINING TRAINING

TRAINING

Escape + End

Previous page of multiple page image

Next page of multwele page image
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Batch Originator Report

The Batch Originator Report allows the user to see the status of their submitted Batches. Select "Reports” and then “Batch
Originator Report” in the menu bar

iPERMS Batch Manager Batch ~ REPORTS ~ I@ ‘ C%

)
Announcements for Index/Validation in CO Batch Originator Report
Domain Update Batch Deletions

This is an example of a Domain update. Domains are Active, Reserve and National Guard States Batch Document Report

Select a status to limit the
results of the report to a

Batch Originator Status Report
RESET FORM

Domain: AR

S specific status or leave blank for
Status:
note: se}e-ct one or more items from dropdown list a | | batCheS in a | I q ueues. Query
Creator: angela.c.simmons2
Sort Order Batch # . criteria can be saved by clicking
“Save Query”. Recall the query
SAVE QUERY LOAD QUERY RUN REPORT

by clicking “Load Query”. Click
REpoRT I 1031 “Run Report” for report results.

Batch Originator Status Report
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Batch Originator Report

Batch Originator Status Report

omain: (an) 1
_ — The operator may filter the report to
AWAITING ARISS SHIP BATCH N see only those batches in a particular
DELETED . .
Sort Order: | INDEXVALIDATION gueue. The operator can see, in this
N report, which batches have been
peneTE TSR labeled as priority by their container
. SCAN ) .
Batch Originator Status Re|| VERIFICATION y f|e|d.
RELEASE IN PROGRESS

iPERMS Batch Manager | Batch ~ | REPORTS + | |3 C.'ﬂ

SARMY

Batch Originator Status Report

Date of Report: November 4, 2020 5:14:55 PM 0 = &
Dom... Y Batch # Y Create Y Creator Y Status Y Status Y Status Y Name Y Comment Y UPCs Y Container Y
Date Description Date
2019-08-21 2019-09-05
co 55841 D DELETED 08/21/2019 13:53:34  cleanup -/-
13:54:43 14:27:39
2019-08-21 2019-09-05
co 55842 D DELETED 08/21/2019 13:54:48  cleanup -
13:56:36 14:27:39
co 55929 2019-09-10 D DELETED 2019-10-08 09/10/2019 11:16:18 /
11:20:07 16:51:42 o Board doc- contact award doc

DSN xxx-1111
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Batch Originator Report

The Batch Originator Report allows the user to see the status of their submitted batches.

The Report Criteria box is
available by clicking the
yellow box in the upper
left hand corner. The box
will drop down into view.

Batches are displayed
oldest to newest. The
user can change the sort
order of the report by
clicking the column
heading.

Users can filter the results
by clicking the funnel icon
to the right of the column
heading.

Batch Originator Status Report

Dom...

Cco

Cco

Cco

Cco

Cco

Y Batch #

55836

55841

55842

55929

58449

Y Create

Date

2019-08-21
12:11:57

2019-08-21
13:54:43

2019-08-21
13:56:36

2019-09-10
11:20:07

2020-11-02
11:41:37

Y  status

Y status

Description Date
RELEASE IN 2019-10-08
PROGRESS 16:49:55

2019-09-05
DELETED

14:27:39

2019-09-05
DELETED

14:27:39

2019-10-08
DELETED

16:51:42

2020-11-02
VERIFICATION

11:41:37
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Batch Manager

Batch ~ | REPORTS ~

Date of Report: November 4, 2020 5:23:26 PM o - "‘_a]

Y nName

08/21/2019 12:02:20

08/21/2019 13:53:34

08/21/2019 13:54:48

09/10/2019 11:16:18

11/02/2020 11:27:45

Y comment

Force Release Of Batch.

cleanup

cleanup

clean up

Y upcs Y container Y

'II_

'1"

'1"

'1"

P3ATO/P3A...



Batch Deletions Report

The Batch Deletions Report
shows all of the deleted batch
within the operator’s domain
and visibility is limited to the
units they have access to.

A search beginning and
ending date is required to run
this report.

Repeat queries may be saved
by clicking SAVE QUERY and
recalled by clicking LOAD
QUERY.

Batch Deletions Report

Fields marked with an asterisk (*) are required.
RESET FORM

*Domain: o0}

2020-11-10 &3 Time:

example: 2017-02-28 13:15 (February 28th, 2017 at 1:15pm)

2020-11-10 5 Time:

example: 2017-02-28 13:15 (February 28th, 2017 at 1:15pm)

*Beginning:

*Ending:

100 4

Maximum Rows: select the maximum number of rows to print on this report.

notice: A high number of rows will be slower and mare difficult for your browser to display.

SAVE QUERY LOAD QUERY RUN REPORT

REPORT ID: 11019/US
Batch Deletions Report
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Batch Deletions Report

The report below shows the deleted batches, number of documents and pages for the domain.
The operator may organize this report by utilizing the blue funnel and blue arrow.

Batch Deletions Report

Dom

co

co

co

co

co

co

co

co

co

T Operator T
Iperms_user2
lperms.user3
lperms._userd
lperms.users
Iperms._users
|perms.wser?
lperms_userd
Iperms_userd

Iperms_userld

Date of Report: November 10, 2020 8:32:29 AM

Y Batches

Total: 1462
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Deleted Batches ~ @

Y Documents

2

1

16

Total: 1718

T Pages

2

1

29

Total: 2344

- L
p="

Y



Batch Document Report

Batch Document Audit #
Fields marked with an astensk (*) are required.

The Batch Document Report “Batch Number: |

show the document

. . . g User:

|nf0rmat|0n for a SpeCIfIC . This report is run with your User ID
batch. The batch number is

required to run this report. SAVE QUERY LOAD QUERY

Batch Document Audit #

CTI- HARD COPIES OF THIS DOCUMENT MAY NOT BE THE LATEST VERSION

RESET FORM

RUN REPORT

REPORT ID: 3010/US




Batch Document Report

This report details indexing information about the
documents in a batch. Like all other reports within iPERMS,
the operator can filter, organize, or export these results.

Batch Document Audit #55836 Date of Report: November 10, 2020 10:09:53 AM 0O = &
Doc Y Soldier ID Y Name Y Document Name Y cEffective Y Images Y Reject Y Errors Y
Date
0 666000001 TEST.00001 IPERMS DA 67-10-2 2019-08-21 3 N 0
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	Hovering the mouse over an icon in the vertical toolbar will display a text description of what that button does when selected: 
	undefined: 
	undefined_2: 
	undefined_4: 
	video links: 
	Button52: 
	cac log in field: Use the tech support number listed here to help with problems like Adobe compatibility, inability finding batches, how to find iPERMS resources, or technical issues conducting a Record Review.
	announcement button: 
	Announcements field: Batch Originator Report- Click on Reports, then Batch Originator Report, see pg 32.
Create New Batch by clicking Batch in the menu bar and then Create Batch, see pg, 12.
Click on Batch Manager to access saved or returned batches that have not yet been permed.

	PTannounce button: 
	PTannouncement field: Click on the role icon on this page and scroll down to Preferences to change notification preferences or to add another email to receive notifications.
Additionally, under the role icon option the operator can view how many days remain until their role expires.
	create batch: The file icon opens a search box, allowing you to search for and check out a batch, by batch number. Check the Assigned, Unassigned, Selected, or Select Date to filter the batches that will be seen in the Batch Manager window. The magnifying glass icon searches, by batch number, for batches within the batch manager window.
	PTcreate batch: There are things you need to do to prepare your documents for scanning and to upload to iPERMS
Make sure the document is completed correctly.
Make sure the document is complete and signed appropriately by regulation.   This may be in iPERMS for the entire Soldier’s career or longer!
Check to make sure the document came from an authentic source, especially when given to you from sources or individuals who did not create the document.
Check the front and back (if 2 sided) to ensure the document is readable.
Remove any sticky notes from the document.  If the notes are important, make a copy and add them to the batch.
Stack the documents face up and the tops of the documents together.
Make sure the Soldier’s ID number is on the top right corner of each page to be scanned.
Group the documents by:
 - Soldier       
 - Document type       
 - Effective date

	Pro tips: 
	PTbatchnumber: Keep your batches and batch numbers in a file on your computer for easy reference, in case there are questions during the perming process.
Don't forget to password protect any PII!
	More info button: 
	files_af_image: 
	PTzip: To zip files, select files by CTRL+ Click.  Right click the highlighted files, select "Send to", then select Compressed (zipped) folder.  This will create a zipped file icon that contains the selected files.
	zipimage_af_image: 
	web link button: 
	batchprocess: If the toolbar icon is grayed out, the option is not available for the highlighted document.
	batchprocessimage_af_image: 
	more info: 
	repeat info: Use the REPEAT INDEX DATA IN NEW DOCS option to use the same information from those fields in subsequent documents.  A good example may be if the operator is batching nothing but award documents for the unit. The operator can check these boxes on the first document and the information entered in those fields will repeat to all documents in the batch after this initial document.
	Text54: The operator should ensure that Soldier, Document Name and Effective Date are checked/unchecked appropriately to avoid indexing errors.
	join image_af_image: 
	joinimage 2_af_image: 
	thumbnail button: 
	thumbnail text: Click on this icon below to activate the thumbnail view of the documents
	thumbnail image: 
	split image_af_image: 
	moveup image_af_image: 
	Indexing field: Use the Repeat Batch Information option on the Announcements page dropdown to use the same indexing information in the container and comment field in all subsequent batches.
	Image55_af_image: 
	PTindexing: Board documents in a batch receive expedited processing times.  Index BOARD into the container fields to designate quicker processing times.
See the Announcements page for updates on other documents that may have priority processing
	Button5: 
	Indexing field 2: Effective Dates are based on the Army Regulation governing the document. You can type it in using YYYY-MM-DD format or utilize the calendar function.  If you need to enter a date more than 90 days in the future, you must use the calendar feature.
	dup more info: 
	duptext: There are two options for checking duplicates
Option 1-  Click on Batch in the dropdown in the batch menu band then choose Check for Duplicates.  
Option 2- Click Check on the batch menu bar
	Dup2: 
	dup1: 
	Button60: 
	duptext2: Duplicate documents can sometimes be detected in one of the processing stages.  The white tab on the left side of the green bar represents the document in the permed record.  More than one of these tabs can mean this document has been detected in an input stage, also.
	PT finish: Document the batch number.  It can be found in the upper left hand corner, or on the menu bar.  After the batch is finished, the operator can run the Batch Originator report for the batch number and queue location of the batch.
	batchorig image_af_image: 
	batchorig field: The Batch Case Productivity Report gives basic information about the number of batches completed during a given time period.
	prioritybatch_af_image: 
	Text2: Board doc- contact
DSN xxx-1111
	Text1: award doc
	print field: The printer icon and Excel icon allow the operator to either print or export the report into Excel.  These options exist across the application in every report result.
	stage: 
	PTbatchorig 2: Click on the column heading to reveal the blue arrow.  This will allow the operator to reverse order the column
	PTbatchorig image: 
	files test: To the right is an example of how to click CTRL and select multiple files at once to upload into iPERMS.
	priority batch text: An example of how the index fields may be filled.  Notice how they correlate to the comment and container fields in the Batch Originator Report results.


