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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 ( ¢ ) in the user guide for more information.

Click the pro tips icon ( ) for helpful tips.

There are a few instances in which the Natlonal Guard may have information specific to their
system. Click on the ARNG symbol ( ;“ g ) ) to view this information.
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DS and CAC Log In

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:

= The USG routinely intercepts and manitors communications on this IS for purposes including, but not limited to, penetration

Use the "CAC" login option to complete
fmgnfgmgs;fengﬁnvlz“g::o‘:;k operations and defense, personnel misconduct (PM), law enforcement (LE), and WO r k a S a R e CO r d M a n a ge r )

Atany time, the USG may inspect and seize data stored on this IS

. Commaiators g i ol sord o, i 5ot o o s oro Y The DS Logon option is only for viewing | suect role:

This IS includes security measures (e.q., authentication and access controls) to protect USG int

- 2 ' i F s 1 . .
benefit or privacy. Authorized Users of iPERMS must log ! For assistance with EAMS-A login, t h e u se r S Se rVICe/retI re e reco rd
= Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigati into iPERMS with DoD certificate using | contact the Army Enterprise Service ¢

content of privileged communications, or work product, related to personal representation or ser the EAMS-A login. E Desk:

psychotherapists, or clergy. and their assistants. Such communications and work product are pri i

Agreement for details. i

EAMS-A LOGIN ! https://aesd-w.army.mil SCAN OPERATOR IM A&
| 1-866-335-ARMY
1 ACCEPT !
Soldiers, Retirees, and Veterans without | )
a CAC can view their record using ! < RECORD MAMAGER IN A& >
DSLOGON. i Torequest, activate, or upgrade a DS ~ -
E Logon account, click the DS LOGON
DS LOGON i button.
i For help with DS Logon click here: - AUTHORIZED OFFICIAL
i
. ' DSLOGON Help
C | IC k I Acc E PT t (0) d en Ote orized personnel records repository for the Army Military Human Resource Record (AMHRR) The AMHRR is the Ammy's
Problems accessing IPERMS? ed by the Privacy Act of 1974 (Title 5 U. . Code 5522) as amended. The Privacy Act protects the privacy of indivicuals from SOLDIER:
k I d f Please contact support at 502-608-0217
a c n OW e ge l I ' e nt 0 cess to the AMHRR as an Authorized Official to assist you in the performance of your official duties. Official need to know and
ficial duties are the only reasons you have access to iPERMS. You have been authorized to use the ly i
AMHRR Required Documents List information in the AMHRR only in the performance of your offital duties. LOGOUT

27.06  countable for your actions in iPERMS. You are not authorized to allow another individual to view iPERMS using your login

the use of government
d I | 'Bﬂ';;;gﬂgzﬂgglg"né?;ggi disclosure of Pll or viewing an individual's AMHRR for other than official purposes are violations of the Privacy Act that will
- inal lties. All of ivities in iPERMS I d ically by iPERMS and by 0! ilabl
Syste m S a n pe rso n a y RMA 021 ir:lwr;:qzz!‘al:ersepmx;;Lc)rl;::aEth’\\;:léej;;;e. are logged automatically by i and may be made available to
. o« o . . " " . " - . o : .
I d e nt I fl a b | e I nfo r m at I 0 n Personally and other residing in the AMHRR and iPERMS must be treated as "For Official Use Only".
The full "Privacy Act of 1974 as amended” is available at the following link for your reference:
. b Cl o k Privacy Act of 1974 (PDF)
Wa r n I n g a n n e r' I c “Your dlicking 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
on Reco rd IVI an age rro | e destruction of records in IPERMS *
. .
to view records or begin
.
review.

| ACCEPT LOGOUT
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Announcements Page

Upon logging in, you will see general information and announcements as seen in the image below.
Check here regularly to see updates to domain or the iPERMS system.

* iPERMS

)

RECORDS ~

Announcements for Record Manager in CO

REVIEWS ~

[co

i

Domain Update

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

General Announcements

IPERMS 2.0 Training System

You are accessing the IPERMS 2.0 Training System.

From the Announcements Page the operator may:
See announcements pertinent to the domain and role
Search records and Soldier documents
Initiate a record review
Switch between roles or change preferences
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Soldier Record Search

TRAINING TRAINING TRAINING TRAINING TRAINING TRAINING

RECORDS -~ | REVIEWS - I 'ﬁ] RECORDS ~ | REVIEWS - | |/ ‘ ﬁ!.B
179241
All Soldier Records ~ All soldier Records
| davis] % 666000 %
|| SSN | DoD ID | Name  Grade/UPC SSN | DoD ID | Name  Grade/UPC
i DAVIS (E4/SR3AA) -~ x0e-xx-0502 TEST.00502 IPERMS (W3/-) ~
_ e DAVIS (E4/SMEHD) soox-x0x-0504 TEST.00504 IPERMS (E7/-)
u 00300 DAVIS soox-xx-0505 TEST.00505 IPERMS (E4/-)
— DI (E1/zPGAA) soox-xx-0506 TEST.00506 IPERMS (E5/-)
) up to 2ecca0r1353 DAVIS (E4/S0UAA) sooc0c-0508 TEST.00508 IPERMS (03/-)
v xooc0c-0509 TEST.00509 IPERMS (W2/-) v
xoocs00-0511 TEST.00511 IPERMS (E5/-)

The operator may perform a search for Soldier’s records by last name, first name,
SSN or by DOD ID number. The type ahead function will offer suggestions based
on the characters already entered. Click on the Soldier name, or scroll until the

correct name appears to open the record.
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FAINING TRAIMING

Soldier Record Search

TRAIMING TRAINING

TRAINING TRAINING

TRAINING
THAINING TRAINING

RECORDS ~

All Soldier Records
SSN / DoD ID / Name / La&&

Report a Problem

Documents

DD93s/SGLVs

TRAINING TRAINING TRAINING

REVIEWS ~

The operator may perform a search for Soldier
records by running the All Record report. The
Soldier Report Criteria (see following page for
example) allows the user to filter the report
based on several limiting factors. From this, the
user can run a report for a single Soldier, up to a
large unit of Soldiers. Soldier Name will return a
Soldiers whose name contains the search
criteria. Type the Soldier’s name in any
combination. Up to 1000 ID numbers can be
entered into the SSN/DoD ID field. Additionally,
the RM has the option to SAVE QUERY so that
commonly used report criteria made be utilized
qguickly and easily. Simply enter criteria and click,
SAVE QUERY. This will be remembered, and next
time used by clicking LOAD QUERY.

CT mmw BE THE LATEST VERSION

* iPERMS

Soldier Report

RESET FORM
Domain: AL
) search engine

Soldier Name: - — - . . ,

example: JANE DOE' will match 'DOE JANE, 'MARY JANE DOE', 'DOER JANE', etc...

Am

m EDIT

Soldier CLEAR
Criteria: Use the Edit button to add report criteria such as UPC, MPC, and Rank to this report.

These criteria are used to limit the report to only those soldiers that are within the criteria

list. Use the percent sign (%) a5 & wildcard character for UPC, ATTACH_UPC,

ROLLUP_UPC, PUD, DMSL, AND P5SC
SSN/DoD ID
[EE example: 123456789 234567890" or '123-45-6789 234-56-7890"
Primary Order MName A
Secondary

S5N v
Order

100 ¥
Maximum select the maximum number of rows to print on this report.
Rows:

notice: A high number of rows will be slower and more difficult for your browser to display.
notice: maximum rows for download is 1000

SAVE QUERY LOAD QUERY RUN REPORT

REPORT ID: 2000/US
Soldier Report



Soldier Record Search

Click EDIT in the Soldier Report Soldier Criteria box to apply filters to the record report

Soldier
Criteria:

Soldier Criteria

Any

Criteria: (any
EDIT

CLEAR

Use the Edit button to add report criteria such as UPC, MPC, and Rank to this report.

These criteria are used to limit the report to only those soldiers that are within the criteria

list. Use the percent sign (%) as a wildcard character for UPC, ATTACH_UPC,
ROLLUP_UPC, PUD, DMSL, AND PSC

Soldier Criteria:

Unlimited (py

+ add Soldier Criteria =%

In the dialog, click on Add Soldier Criteria to see

a dropdown menu with criteria options. Click on
an appropriate criteria (for example: Birth
Month). The menu will roll up, click again in that
same field to be able to choose the month
options. See next page.
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Soldier Criteria:

Unlimited gy

Description
Birth Month

Birth Year

Career Management Field
DML (Division)

DMSL (Division Sub-Level)
Grade

Major Command

Military Occupational Speciality




Soldier Record Search

Soldier Criteria:

@ Attachment UPC (Unit): X

+  Input UPC(s) Q . . .
Soldier Criteria

Add ATTACH_UPC code(s). Criteria: ||ATTACH_UPC=00C0Q0|
#NOTE: Click outside of the dropdown to confirm selections.
] The criteria will show above the dropdown and
+ add Soldier Criteria [=q . .
the dropdown menu will show the UPC options.
Soldier Criteria: The operator may choose more than one criteria

to continue filtering the report results. Click
g Attachment UPC (Unit): X

done to return to the previous page and run
report.

=+ Input UPC(s) Q,

Click in the field next to the plus
sign to type specific criteria like
UPC. Click the plus sign to add the + 2dd soldier Crtenia (=3
criteria. Click the blue “X” to
remove criteria.

¥ 00COO0 - literal "00COOQ"
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Soldier Record Search

e ‘ RECORDS ~ | REVIEWS -~ | |®9 ‘ &
Soldier Report Date of Report: May 13, 2020 8:37:03 AM DOWNLOAD SOLDIERS ) = i)
Full Name Y  ssnN Y pbobiD Y User Y | Birth Y status Y Grade Y Rank Y | uPC Y | Attach Y cur. Y cMF. Y pom.. Y Document Y
Date Count
TEST.02581 IPERMS 666-00-2581 1981-11-11 A ES SGT P4WE0 A/C / co 13
TEST.02582 IPERMS 666-00-2582 1981-12-12 A ES SGT P4WR0 A/C / co 13
TEST.02583 IPERMS 666-00-2583 1982-02-02 I ES SGT P4WE0 A/C / co 13
TEST.02584 IPERMS 666-00-2584 1983-03-03 A ES SGT P4WB0 A/C / co 13
TEST.02585 IPERMS 666-00-2585 1983-04-04 A ES SGT P4AWEO A/C / co 13
TEST.02586 IPERMS 666-00-2586 1984-05-05 A ES SGT P4WE0 A/C / co 13
TEST.02587 IPERMS 666-00-2587 1984-06-06 A ES SGT P4AWEO A/C / co 13
TEST.02588 IPERMS 666-00-2588 1985-07-07 A ES SGT P4WE0 A/C / co 13
TEST.02589 IPERMS 666-00-2589 1985-08-08 A ES SGT P4WEO A/C / co 13
TEST.02590 IPERMS 666-00-2590 1985-08-08 A ES SGT P4WEO A/C / co 13,
TEST.02591 IPERMS 666-00-2591 1986-09-09 A ES SGT PAWB0 A/C / co 13
Total: 1322

The report results will look like this. Notice the red banner, informing the user that there are more results not shown. This is
a result of setting the maximum rows too low in the Soldier Search Report on the previous page. Use the blue funnel at the
top of the column to filter the report results. Click on the hyperlinked (blue) SSN to open a Soldier record.
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Soldier Record Search

986-01-0901 - Soldier Record 53

Name

SSN

DoD ID
DOMAIN/UPC
Grade/Rank
CMF/MOS
CURORG/ASP
Birth Date

IPERMS UID
Last Login
Created
Documents

Search Documents

AUSTINHANKINS SHOWNET A0109
986-01-0901
No DoD ID found
AA/01A09
04 /MA]
= / =
1/1 [81»
1978-05-26
[21»
ipermstest.986010901
Never Logged In
2014-03-17
32

[81»

Most Recent Document

> rinance

> deployme
> erf

> |

[2] «
Download

Name

APPT ORD/LTR
ASSIGN PERM
AWD DOC

DA 1059-1

DA 3685

DA 5960

DA 67-9

DA 71

DD 93
DIPLOMA BA BS
MS DIPLOMA
ORB

ORD PROMRED
SF 1199A
SGLV 8286

TRNSCPTS

TRNSCPTS

Title

APPOINTMENT ORDER OR LETTER

ASSIGNMENT - PERMANENT

AWARD

CIVILIAN INSTITUTION ACADEMIC EVALUATION REPORT
JUMPS PAY ELECTION

AUTH TO START, STOP, CHANGE BAQ AND OR VHA

US ARMY OFFICER EVALUATION REPORT

OATH OF OFFICE - MILITARY PERSONNEL

RECORD OF EMERGENCY DATA

BACCALAUREATE DEGREE

MASTER 'S DEGREE

4037DA - OFFICER RECORD BRIEF

PROMOTION OR REDUCTION ORDERS

DIRECT DEPOSIT

SERVICEMEN S GROUP LIFE INSURANCE (SGLI) ELECTION
TRANSCRIPT OF CREDIT FOR
COLLEGE/UNIVERSITY/TRADE/BUSINESS SCHOOLS

TRANSCRIPT OF CREDIT FOR
COLLEGE/UNIVERSITY/TRADE/BUSINESS SCHOOLS

Effective Da...

1997-12-20

2009-12-20

2009-09-21

2009-05-09

2013-05-29

2010-01-29

2011-02-15

1998-03-28

2011-12-08

1998-05-05

2009-05-05

2014-02-24

2008-0

9-01

2013-05-29

2011-12-08

2009-05-05

1998-05-05

Input Date
2014-03-17
2014-03-17
2014-03-17
2014-03-17
2014-03-17
2014-03-17
2014-03-17
2014-03-17
2014-03-17
2014-03-17
2014-03-17
2014-04-14
2014-03-17
2014-03-17
2014-03-17

2014-03-17

2014-03-17

]

Pages
1
1
1

X

The operator may open
any folder or document
by clicking on the
hyperlinked headings.
Narrow the results by
clicking on the specific
folders on the left-they
collapse or expand as
you click on the arrow.
The operator may also
search for specific
documents by entering a
document name in the
search field.
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Soldier Record Search

Once you have opened the document, there are viewer tools for use.

Batch Viewer Tools

Export Document

Print Document

Document zoom
infout

Zoom in on a specific
spot

Mobile magnifying
glass

()
i,

Fit to page, fit to height,
fit to width

Forward/backward
image

Skip to page

Rotate Page

Document properties

Thumbnail view of
each page

Export Doc- Export a document from the record onto your computer.
Print- Prints the selected doc/image.

Document Zoom- Zoom in or out on the entire image.

Rubber band Zoom- Gives a selection tool and magnifies only the
selection.

Maghnifier- Gives a mobile, square magnifying glass that will scroll
across the image to enlarge portions of the image.

Fit to Page- Enlarges the image to fit the entire window, just the
height, or just the width.

Forward/Backward- Toggles forward one page or to the end and
backward one page or to the beginning.

Skip to Page- Skips to the specific page.

Rotate Page- Rotates the image to the right or the left in 90 degree
increments.

Document Properties- Gives basic information on the doc file type
and size.

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




Soldiers/Document Search

Domain:

Soldier
Criteria:

Soldier 1D List:

*Document
Name:

Date Type:

*Beginning:

*Ending:

Sort Order

Maximum
Rows:

Search Soldiers/Documents
Fields marked with an asterisk (*) are reguired.

Al

Any

*This field or SSN DoD/ID List required.

RESET FORM

EDIT

CLEAR

Use the Edit button to add report criteria such as UPC, MFC, and Rank to this report.
These criteria are used to limit the report to only those soldiers that are within the criteria
list, Use the percent sign (%) as a wildcard character for UPC, ATTACH_UPC,

ROLLUP_UPC, PUD, DMSL, AND PSC

*This field or Soldier Criteria required. Enter up to 1000 SSN/DoD ID's.
example: 123456789 234567690" or '125-45-6759 234-56-7830"

Select Document Name(s)...

example: DD 214

Create Date v

celect the type of document date to report

2020-07-30 =
example: 2017-02-28

2020-07-30 =
example: 2017-02-28

Input Date v

100 s

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

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

SAVE QUERY LOAD QUERY

Search Soldiers/Documents

RUN REPORT

REPORT ID: 10011/US

On the records menu bar, click Documents to search
for documents. This operates very similarly to the
Soldier Criteria Report, however there are several
more fields that are required to perform this search
Note the red asterisks. These are the minimum
requirements for this search. In addition, the Soldier
Criteria will filter the report to only show the
documents of the Soldiers who meet the criteria
selected. See pages 7-9 for instructions for operating
Soldier Criteria. Either the Soldier Criteria field or the
SSN/DOD ID field MUST be filled to run this report.
Additionally, the RM has the option to SAVE QUERY so
that commonly used report criteria made be utilized
quickly and easily. Simply enter search criteria and
click, SAVE QUERY. This will be remembered, and next
time used by clicking LOAD QUERY.
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Soldiers/Document Search

Domain:

Soldier
Criteria:

Soldier ID List:

*Document
Name:

Date Type:

*Beginning:

*Ending:

Sort Order

Maximum
Rows:

SAVE QUERY

Search Soldiers/Documents
Fields marked with an asterisk (*) are reguired.

RESET FORM

AR

Any

CLEAR

*This field or SSN DoD/ID List required.

Use the Edit button to add report criteria such as UPC, MPC, and Rank to this report.
These criteria are used to limit the report to only those soldiers that are within the criteria
list, Use the percent sign (%) as a wildcard character for UPC, ATTACH_UPC,
ROLLUP_UPC, PUD, DMSL, AND PSC

*This field or Soldier Criteria required. Enter up to 1000 55N/DoD ID's.
example: 123456789 234567890" or '123-45-6789 234-56-7890"

transc
DA 1569 - TRANSCRIPT OF MILITARY RECORD
TRNSCPTS - TRANSCRIPT OF CREDIT FOR COLLEGE/UNIVERSITY/TRADE/BUSINESS SCHOOLS

The type ahead function in the Document
Name field will offer suggestions based on
the typed characters. There can be up to 5
documents selected for searching.

There is an option for setting the sort order
for the report results. This is helpful, but
not mandatory.

select the type of document date to report

2020-07-30 il
example: 2017-02-23

Sort Order:

2020-07-30 il
example: 2017-02-23

Input Date v

100 L

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

) Effective Date
Maxamum Soldier

Rows: 55N

Document Name

notice: A high number of rows will be slower and more difficult for your browser o 85/

Search Soldiers/Documents

LOAD QUERY

REPORT ID: 10011/US
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Soldiers/Document Search

iPERMS RECORDS ~ | REVIEWS - | |P3 ‘ &

Search Soldiers/Documents Date of Report: August 13, 2020 3:33:48 PM 0O = &
Soldier Y ssN (Last 4) Y DoDID Y Document Name Y cffective Y Input Y
Date Date
TEST.06065 IPERMS XXX-XX-6065 DD 93 2005-08-15 2006-01-09
TEST.06064 IPERMS XXX-XX-6064 DD 93 2008-08-15 2006-01-09
TEST.00613 IPERMS XXX-XX-0613 DD 93 2008-10-15 2006-01-11
TEST.00551 IPERMS XXX-XX-0551 DD 93 2008-10-15 2006-01-09
TEST.00549 IPERMS XXX-XX-0549 DD 93 2009-08-15 2006-01-09
TEST.00549 IPERMS XXX-XX-0549 DD 93 2012-05-30 2014-05-16
TEST.00549 IPERMS XXX-XX-0549 DD 93 2013-05-30 2014-05-16
TEST.00549 IPERMS XXX-XX-0549 DD 93 2014-05-30 2014-05-16

Above is an example of a birth month audit, searching for DD 93. The document name is hyperlinked. Click on the link to open
the document inside the Soldier’s record. The DOD ID is also hyperlinked and will open the Soldier’s record. To run another
search, click on the yellow Search Soldiers/Documents tab in the upper left corner and the report box will roll down.
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DD 93/SGLV Reports

The system creates two types of DD93 reports: Unit Summary and
Unit Detail

To the right is the Unit Summary for the Active and Reserve
component. This view may change according to the type of access
the operator has. Example: A unit-level operator will likely not
have visibility of the battalion and above UPC input field.

The operator may run this report without filling the UPC, but it will
return all Soldiers in the Army and is a large number of results. It is
best to be more specific when running a Unit Summary Report by
using the UPC. If the operator has access to more than one UPC,
the units can be filtered by inputting only one UPC.

Additionally, the RM has the option to SAVE QUERY so that
commonly used report criteria may be utilized quickly and easily.
Simply load criteria and click, SAVE QUERY. This will be
remembered, and next time used by clicking LOAD QUERY.

If printing in CSV or XML format, iPERMS will not print & DD Form 2923,
Privacy Act Data Cover Sheet. You must attach a DD Form 2923 or

DA Label 87, For Official Use Only Cover Sheet. As an option, you can
use the HTML Cover Sheet for CSV or XML format.

DD93s/SELVs Unit Summary Report (AA)

PP =}
PPA (Installation): (i, = =2

example: NE (FORT CARSON, CO)

Select desired DML

DML (Division):
X, ig: 41D (4TH INFANTRY DIVISION)

Select DMSL{s).

DMSL (Brigade):

1ple: 141 (15T BRIGADE COMBAT TEAM, 4TH INFANTRY DIVISI

ane or mare items fram dropdawn list

PSC (Brigade):

(15T BDE, 4TH 1D, FT CARSON, £O)
or mare items fram dropdawn list

Select PUD(S)...

PUD {Battalion):
examplie: ASH (CMB ARMS HECT)
o

UPC (Unit):

Sort Order

SAVE QUERY LOAD QUERY

NOTE: This report shows DD93s in iPERMS with effective date SINCE 21 AUG 08. This report shows existence of
SGLVs, regardless of effective date. This report does not show "in process” DD93s/5GLVs that have been sent to
PERMS but are awaiting further processing before they are parm'ed to soldier records.

DD93s/SGLVs Unit Summary Report (AA)
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DD93s/SGLVs Unit Summary Report (AA)

UPC

01A01

01A02

01A03

01A04

01A05

DD 93/SGLV Reports

RECORDS ~

Date of Report: May 14, 2020 11:56:08 AM

REVIEWS ~

Y Installation Y Division/Brig.. Y  Unit Name Y Ssoldiers Y Requisite DD93s Y | SGLV 82865 Y SGLV 8286s Y sSGLV 8286s Y
(SOES) (OTHER)

CLASSROOM 01

FT JACKSON, SC SCE/01AA 5 5 0 5 5
STUDENT 01
CLASSROOM 01

FT JACKSON, SC SCE/01AA 5 5 0 5 5
STUDENT 02
CLASSROOM 01

FT JACKSON, SC SCE/01AA 5 5 0 5 5
STUDENT 03
CLASSROOM 01

FT JACKSON, SC SCE/01AA 5 5 0 5 5
STUDENT 04
CLASSROOM 01

FT JACKSON, SC SCE/01AA 5 5 0 5 5

STUDENT 05

These results show number of Soldiers per unit and number of completed DD93s and support forms.
Click on the yellow DD93s/SGLV Unit Summary Report tab to run a new report.
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DD 93/SGLV Reports

If printing in €SV or XML format, iPERMS will not print & DD Form 2923,
Privacy Act Data Cover Shest. You must attach 8 DD Form 2923 or

DA Label 87, For Official Use Only Cover Sheet. As an option, you can
use the HTML Cover Sheet for CSV or XML format.

DD93s/SGLVS Unit Detail Report (AA)
Fields marked with an asterisk [*) are required.

PP

PPA (Installation)
exampie: NE (FORT CARSON, COJ

Select desired DML
DML (Division):
axampie: 41D (4TH INFANTRY DIVISION)

DMSL (Brigade]:

PSC (Brigade):
axampie: UADS (1
note: &

T CARSON, £0)
drapdown it

ct ane or m

PUD [Battalion):
exampie: ASH (CMB ARMS HBCT)

nole. select one or m m dropdown fist

SUPC (Unit):
m dropdown fist
Primary Sort Order UPC v
Secondary Sort Order Rank -
Tertiary Sort Order Seldier Name v

SAVE QUERY LOAD QUERY

ANTRY DIVISION

RUN RE}

Select UPC(s)

UPC Y Domain Y wunit

00101 Show items with value that: HHC

00103 | Starts with ¥ NCSGSOCOM
00104 JENTAGON
00105 Clear  DE STDA
00108 AL 741 MI BN JIATF SOUTH
00110 AL 741 MIBN

00111 AA 741 MI BN HOC

00112 vs 741 MIBN CO A

00113 An 741 MIBN CO B

00114 AL 741 MIBN CO C

00115 AL 741 MI BN STUDENT IADP
00116 AA MOB FT GORDON

00117 ve 741 MI BN STUDENT NSA
00120 Aa 742 MI BN NETWORK WARFARE
00121 Aa 742 MI BN HQ/OPS CO
00122 AL 742 MIBN CO A

00123 AA DET UTAH

00125 AL 742 MI BN TCAE USASOC
<

-

NOTE: This report is not to be used as a strength and accountability management tool. This report is to be used at the
unit level to validate receipt of DD 93 and SGLV 8286/8286A documents in IPERMS. The information contained in this
report is intended for the sole use of the named addressees/recipients to whom it is addressed, in their conduct of
official business of the United States Government. This report may contain information that is exempt from disclosure
under the Freedom OFf Information Act, 5 U.5.C. 552 and the Privacy Act. 5 U.5.C. 552a. Addressees/recipients are not|
to disseminate this report to individuals other than those who have an official need to know the information in the
course of their official Government duties. If you received this report in error, please do not examine, review, print,
copy, forward, disseminate. or otherwise use this information. Please immediately notify the sender and delete the

copy received.

DD93s5/SGLVs Unit Detail Report (AA)
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REFORT ID: 1167/U5|

The Unit Detail Report requires
the UPC. The system provides
assistance in finding unknown
UPCs by clicking on the
magnifying glass to the right of
the UPC field. The example, to
the left, shows the ability to filter
the results by clicking on the blue
funnel.

If the UPC is known, the RM may
free type the characters and click
the plus sign next to the field.




DD 93/SGLV Reports

* f PE RMS RECORDS -~ | REVIEWS -~

LA

DD93s/5GLYVs Unit Detail Report (A&)

Date of Report: August 18, 2020 11:07:33 AM O = &
IPC by Dinvision/Brigade T Rank T  Soldier Name T 5S5M [Last 4) T Most Recent DD 93 T  Date Last Reviewed T  Most Recent SGLV T
Effective Date 8286 Effective Date
DOTAR DIA/MD11 oL iperms. testuser2o =20 2011-11-04 2011-11-04 2011-11-04 ~
QOTAR DIA/MD11 LTC iperms testuserd? K=K 2009-06-29 2009-D6-29 2009-06-29
DOTAR DIA/MD11 MAD iperms. testusers3 =N 1900-01-01 1500-01-01 1996-02-25
D0TAR DIA/MD11 Ma) iperms.testuserl? KRR =X K- 2010-03-16 2010-03-16 2010-06-15
OOTAR DIA/MD11 MAJ iperms.testuserl K=K 20059-08-25 2005-D8-25 2008-09-16
DOTAA DIA/MD11 CW4 iperms.testuserl3 W= W 2011-02-04 2011-02-04 2011-02-04

The Unit Detail Report provides more detailed information about each Soldier and
when their most recent forms were input into iPERMS. This report can be filtered
(blue funnel at the top of the column) and reverse ordered (click on column
heading for blue arrow to appear).
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Record Review- Review Preparation

Reference Materials

* AR 600-8-104

* Key Supporting Documents Matrix (

* Required Documents List ( )

Required Documents to Initiate Review

e Soldier’s end of the month LES, Unit Commander’s Finance report, Unit
Commander’s Pay Management Report, or Pay Memo

e Soldier’s current Record Brief

Helpful Resources

Technical Support- 502-608-0217 Call for
technical system issues with iPERMS
ASRB- 502-613-9990 Call for records support,

expediting record uploads for boards, or access
issues

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



https://www.hrc.army.mil/asset/16487
https://www.hrc.army.mil/asset/14900

Record Review- Review Preparation

Record reviews are an important tool to ensure that all required documents are present in a Soldier’s record, as well as ensuring that the supporting
documentation for entitlements are reflected there. It is the responsibility of the Record Manager to thoroughly examine all documents within the record for
accuracy, clarity, and legitimacy and to inform the Soldier about any documents they may be lacking for a complete record. The Record Review is conducted to
validate entries on the Record Brief, specific entitlements on the end of month LES, and ensure substantiating/supporting documents are uploaded in iPERMS.

The record review tool simplifies this process by giving the Record Manager an organized, step-by-step progression to a complete record review for the annual
requirement. Record Review folders MUST be viewed in the order that they appear in the Record Review Tool and in this guide in order to properly account
for all AMHRR documents.

Documents in the first five record review folders will be validated using the Soldier’s record brief. The documents in the pay entitlements folder must be
validated using the end of month LES, UCFR or UCPMR (RC). (See appendix for example)

As you review each section of the Record Brief, documents in iPERMS should be found in the corresponding Record Review Folder

Once you have completed the first five Folders associated with the Record Brief, you must review the Pay Entitlements Folder which requires the most
current end of month LES or UCFR / UCPMR (USAR/ARNG) and the Key Supporting Documents Matrix.

The Key Supporting Documents (KSD) matrix is a critical tool for verifying the Pay Entitlements listed on the end of month LES.
The KSD matrix lists all of the required documents for each entitlement and the record review folder where the documents will be located.

Where the Record Brief data does not match the data/information found on source documents, data accuracy and reconciliation must occur.

The Record Brief and LES (or S1 Memorandum for Record) have to be uploaded into the Record Review Tool before the review can be accomplished.
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Record Review- instructions for Conducting the Review

The following slides give instruction on initiating a Record Review using the iPERMS Record Review Tool from the Record Manager’s
perspective. When possible, the Soldier should ALWAYS be given the opportunity to participate in their annual Record Review.
Because they are most knowledgeable about the personal, career, and financial events that have transpired, they are a helpful asset in
completing an accurate and complete Record Review.

Encourage Soldiers to bring any known missing documents, so they may be batched and noted within the review.

Set aside sufficient time to devote attention to the review, understanding that longer careers=more documents and will require
more time.

Mentor new Soldiers in accessing their own record.

Ensure that the Soldier is aware that, when conducting a Soldier Independent review, the Soldier knows how to access the review
through their own record. (See page 39).

It is the responsibility of the Record Manager to thoroughly examine all documents within the record for accuracy, clarity, and
legitimacy and to inform the Soldier about any documents they may be lacking for a complete record.
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Record Review- Initiating a Review

There are three ways for a Record Manager to access the Record Review Tool.

RECORDS ~ REVIEWS ~

Reviews

__— This opens a review already initiated

Lookup Review
Initiate Review

— | Initiate a single or multiple reviews with ID number of Soldier(s)

\

List Reviews

Run a report-style list to initiate one or multiple reviews

Reports

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



Record Review- Initiating a Single Review
Click on Initiate Review for the box below. After these fields are filled in, click on Initiate

RECORDS ~ REVIEWS ~
Review. A message will be sent to the Soldier(s) at their default email or email address

Reviews listed in the email field with instruction for opening their record review. This method also
, allows the RM to cancel a review they may have inadvertently initiated.
Lookup Review

Initiate Review

List Reviews

‘ RECORDS ~ ‘ REVIEWS ~ ‘ REPORTS ~

Initiate/Cancel Record Review

Fields marked with an asterisk (*) are required

Reports e s

Soldier ID or Name E4  sineLe
Example: 123456789

Email Addresses:

Email Text:

Initiate Review = Cancel Review

UNCLASSIFIED//FOR OFFICIAL USE ONLY
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Record Review- Initiating a Single Review

Initiate Record Review

Fields marked with an asterisk (*) are required.

* Soldier SSN/DoD ID: SSN or Name = SO — S5SN or Name Eé MULTI r

Email Addresses:

Click the radio button
here to toggle between
single and multiple

Use this field to add email addresses for the notification of the review.

Email Text:

Use this field for informational purposes. Examples include date, time review initiations

and location of the review. The RM may want to include documents that
need to be brought to the review

Initiate Review

Click Initiate Review
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Record Review- initiating a Single Review

The Soldier and RM may choose to conduct the review jointly The
system will generate an email to the Soldier informing them of the

review. Beginning page 40 is a description of methods of review and
how to conduct a Soldier Present review.

Checking Review

Review already exists for XXX-XX-0552 If the operator tries to initiate a review

for a Soldier that already has one open,

oK
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Record Review- Initiating Multiple Reviews

Initiate Record Review

SSN or Name E MULTI

This example shows multiple canceled reviews. An RM cannot cancel
reviews that are not assigned to them.

* iPERMS

Initiate Review

This is the multiple — - —
reviews window. — —
The following pages I ==

have this view | | ..
dissected to show
each function.
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Record Review- Initiating Multiple Reviews

* Soldier SSN/DoD ID: 66600 E} MULTI
DoD ID | SSN  Name

1515316317 »xxx-xx-0003 TEST.00003 IPERMS
1517882328 xxx-xx-0004 TEST.00004 IPERMS
xx-xx-0005 TEST.00005 IPERMS
xx-xx-0502 TEST.00502 IPERMS
xxx-xx-0504 TEST.00504 IPERMS
xx-xx-0505 TEST.00505 IPERMS

* Soldier SSN/DOD ID: | g} MULTI
xoe-xx-0506 TEST.00506 IPERMS

x0cxx-0508 TEST.00508 IPERMS 666000502,666000505,666000551

Add

The type ahead function will assist in adding SSN/DoD ID Email List

either DOD IDs or SSN to compile a list, or the _—
RM may copy and paste a premade list of ID

numbers, separating them by commas.
Click Add to create the list.
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Record Review- initiating Multiple Reviews

* Soldier SSN/DoD ID:

The review list has been created and the RM has several functions to aid the initiating process.

SSN or Name E(\} MULTI
The RM can clear the
whole list (Clear) or
remove single ID
numbers from the list .
ear
by clicking the Remove
SSN/DoD ID Email List Email Text Default Email Text Message
o S il N b
Xxxxx0502 ¥ Remove
xxxxx0505 ¥ Remove
XXXXX0551 M

Remove

The RM can send a unique email to one or all of the recipients by clicking the
check box in the Default Email Text column. Otherwise, the recipients will receive
the system generated email alerting them to log in to begin their review.
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Record Review- Initiating Multiple Reviews

xxxxx0549 ] Remove

xxXxxx0552 Your appointment for your
annual Record Review is
Friday, July 1st. Please call
for your specific time

Remove

block. Please review your

Email Addresses:

Email Text:

Your appointment for your annual Record Review is Friday, July 1st. Please call for your specific time block. Please review your record ahead of time for any missing
documents and bring documents with you to the review.|

Type the unique email into the Email Text field. Note that the unchecked box
does not have the unique email text, and will not receive a unique email.
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Record Review- Initiating Multiple Reviews

* Soldier SSN/DoD ID:

SSN or Name £ muLtr
Clear
SSN/DoD 1D Email List Email Text Default Email Text Message
XXXXX0552 Review already exists for XXX- Remove
XX-0552
Xxxxx0549 v Successfully created Review, but Remove Open

no email sent. No recipient
provided. (100) for perld: 9584

The system only allows one open review per Soldier at a time. If a review has already been
initiated, the operator will receive the red message above in the message column. The
review (Record Review Tool) can be opened from this screen by clicking the Open button.
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Record Review- List Reviews

* iPERMS

If printing in CSV or XML format, iPERMS will not print & DD Form 2923,
RE co RDS REVI Ews Privacy Act Data Cover Sheet. You must attach a DD Form 2923 or

v v DA Label 87, For Official Use Only Cover Sheet. As an option, you can
use the HTML Cover Sheet for CSV or XML format.

List Reviews
Fields marked with an asterisk (*) are required.

Reviews

Due Date ]
L i2CRD example: 2017-02-28

Lookup Review e |8
Initiate Review
List Reviews

", 'DOER JANE', etc...

seareh engine
example: JANE DOE' will maleh DOE JANE, MARY JANE DOE', 'DOER JANE', ate

Soldier Name:

any

Soldier Criteria LS
s t

Reports

SSN/DoD 1D
List:

axample: 123456785 234567890" or '123-45-6780 234-56-7890"
Primary Sort

Ordar Rank M

Secondary Sort

The List Reviews option allows the Record Manager to view, at a unit level, -
the status of reviews. The report dialog can be run with no criteria to see .
the status of all Soldiers, or filtered to receive pertinent results. The e

NOTE: This report is not to be used as a strength and accountability management tool. This report is to be used ar the
f I I . h t h . d . . d I f t . S S I d . .t . unit ’m show h‘ledcurre;:rsl‘atus ofRecothenledws fc;: each soldier listed. .{Wi”"ﬂie;: the date of the :'::
i ot i i t i t this time. OVERDUE indicates il faw IS i
ollowing pages show the Individual Tunctions. >ee Soldier Criteria on pages o o et e e e o phaoat e HY ADOHER oo e o b
initiated but remains to be o indicates an IN-PROGRESS review that has not been

8_9 for- fu rther InStrUCtIOI’\ on report Crlterla. cmpletedwihﬁinoney\earof:ﬁefast:mpkr;n;‘mﬁelvfarﬂtﬁisasl‘heﬁrsrrew'ewiniPERMS.ErfIasnatbeen

completed within one month since being initiated). NONE indicates no such review exists in iPERMS.

REPORT ID: 1210/US
List Reviews
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Record Review- List Reviews

If printing in CSV or XML format, iPERMS will not print 8 DD Form 2923,
Privacy Act Data Cover Sheet. You must attach a DD Form 2923 or

DA Label 87, For Official Use Only Cover Sheet. As an option, you can
use the HTML Cover Sheet for CSV or XML format.

List Reviews

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

*Domain: AA (AA)

Due Date (|
(FROM):

example: 2017-02-28 Due Date
Due Date (TO): 5 (FR’B M:I 3
example: 2017-02-28

Review Status: ¥ note: select one or mare items from dropdown lis

Due Date (TO):

‘ ‘ search engine
example: JANE DOE’ will match "DOE JANE', '"MARY JANE DOE'’, 'DOER JAN

‘ ‘ search engine

-

example: 2017-02-28

]

example: 2017-02-28

Soldier Name: = .,
example: JANE DOE’ will match "DOE JANE', '"MARY JANE DOE', 'DOER JANE', etc...

T
Al
L EDIT |

ST = Use the Edit button to add report criteria such as UPC, MPC, and Rank to Review Status:
These criteria are used to limit the report to only those soldiers that are v

criteria list, Use the percent sign (%) as a wildcard character for UPC, AT

ROLLUP_UPC, PUD, DMSL, AND PSC

VDD Reviewer:
HisE example: ‘123456789 2534567890" or '123-45-6789 234-56-7890"
o
er: 3
Soldier Name:
s
Order:
100 select the maximum number of rows to print on
Rows:

notice: A high number of rows will be slower and more difficult for your br

RUN REPORT

» note: select one or more items

IN-PROGRESS

search engine

ill match 'DOE JANE', "MARY JAN|

OWVERDUE/TM- search engine
PROGRESS ill match 'DOE JANE', "MARY JAN
COMPLETE

OVERDUE

INOTE: This report is not to be used as a strength and accountability management tool. This report is to be used at the|
unit level to show the current status of Record Reviews for each soldier listed. YYYY-MM-DD is the date of the last
completed review and another review is not required at this time. OVERDUE indicates another review IS required
because it has been more than a year since the last completed review. IN-PROGRESS indicates a review has been
initiated but remains to be completed. OVERDUE/IN-PROGRESS indicates an IN-PROGRESS review that has not been

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

Filter the report to include only
those Soldiers with review due
dates between these two
parameters. Use the calendar
function or free type.

Filter report results to a specific
review status. Example:
choose overdue to initiate
reviews on all Soldiers in the
unit that are overdue.




Record Review- List Reviews

*Domain:

Due Date
(FROM):

Review Status:

If printing in CSV or XML format, iPERMS will not print 8 DD Form 2923,
Privacy Act Data Cover Sheet. You must attach a DD Form 2923 or

DA Label 87, For Official Use Only Cover Sheet. As an option, you can
use the HTML Cover Sheet for CSV or XML format.

Due Date (TO):

List Reviews

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

AA (AA)

example: 2017-02-28

example: 2017-02-28

search engine

Reviewer:

Soldier Name:

Soldier Criteria:

SSN/DoD ID
List:

! example: ‘123456789 2534567890" or '123-45-6789 234-56-7890"
o
Order:
s
Order:

100 select the maximum number of rows to print on this report.

example: TANE DOE' will match 'DOE JANE', '"MARY JANE

example: JANE DOE’ will rigterDOE TANE = MART TANE DO DOER JANE et

‘ search engine I

example: JANE DOE' willymatah DOE IAMEL ARV JAME DOE._"DOSNIANE! obn

Any

i search engine
Soldier Name: .
e e e o example: JANE DOE' will match 'DOE JANE', '"MARY JANE

criteria list. Use the pert
ROLLUP_UPC, PUD, DMS [ ANDPEE

Rows:

NOTE: This report is not to be used as a strength and accountability management tool. This report is to be used at the
unit level to show the current status of Record Reviews for each soldier listed. YYYY-MM-DD is the date of the last
completed review and another review is not required at this time. OVERDUE indicates another review IS required
because it has been more than a year since the last completed review. IN-PROGRESS indicates a review has been
|l'm'tiated but remains to be completed. OVERDUE/IN-PROGRESS indicates an IN-PROGRESS review that has not betﬂ.

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

RUN REPORT
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Filter the report to include only
those Soldiers with a specific
reviewer. This may be helpful
in assuming reviews left
incomplete by a departing
record manager.

Filter report results to a specific
Soldier.




Record Review- List Reviews

* iPERMS

If printing in CSV or XML format, iPERMS will not print 8 DD Form 2923,
Privacy Act Data Cover Sheet. You must attach a DD Form 2923 or

DA Label 87, For Official Use Only Cover Sheet. As an option, you can
use the HTML Cover Sheet for CSV or XML format.

List Reviews

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

The primary and secondary sort order affects the view of the report results. This
is optional and can be run without designating either. Set the maximum rows
option appropriately so that all expected returns are viewable on the report.

RUN REPORT

NOTE: This report is not to be used as a strength and accountability management tool. This report is to be used at the
unit level to show the current status of Record Reviews for each soldier listed. YYYY-MM-DD is the date of the last
completed review and another review is not required at this time. OVERDUE indicates another review IS required
because it has been more than a year since the last completed review. IN-PROGRESS indicates a review has been
|l'm'tiated but remains to be completed. OVERDUE/IN-PROGRESS indicates an IN-PROGRESS review that has not betﬂ.

*Domain: AA (AA)
= -
. An
Due Date (TO): ¥ EDIT
Reviewer:
Scoldier Criteria: — ) CLEAR
Soldier Name: Use the Edit button to add report criteria such as UPC, MPC, and Rank to this report.
These criteria are used to limit the report to only those soldiers that are within the
criteria list. Use the percent sign (%) as a wildcard character for UPC, ATTACH_UPC,
Sl St ROLLUP _UPC, PUD, DMSI, AND PSC
‘ g;t&rﬁgjsjbgsgége g;r;fnqus\:gnp{sﬂ/ca) as a wildcard character for UPC, ATTACH_UPC, I I
S-SN,' DoD ID
- SSN/DoD ID
Primary Sort
— List: ; T, ;
ooomdany Sert example: '123456789 234567890 or '123-45-6789 234-56-7890
Maximum 100 select the maximum number of rows to print on this report.
Rows: notice: A high number of rows will be slower and more difficult for your browser to display.
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Use the Soldier
Criteria option to
filter the report to a
specific group of
Soldiers. See pages
8-9

The SSN/DoD ID list
can be used for a list
of ID numbers. Be
sure to separate by
commas, but dashes
are not necessary on
the SSNs.




Record Review- List Reviews

IPERMS RECORDS ~ | REVIEWS ~

(vsa)
List Reviews Date of Report: May 26, 2020 12:34:49 PM 0 = &
| Initiate Reviews UPC Y Rank Y So\d|erNameT Y ssn (Last 4) Y DoDID Y S.oldier Y Reviewer Y Record Review Y Due Y
Signed Date
8AZZZ LTG TEST.00801 IPERMS XXX-XX-0801 joe.p.soldier IN-PROGRESS 2020-06-21
8AZZZ cw3 TEST.00803 IPERMS XXX-XX-0803 joe.p.soldier OVERDUE/IN-PROGRESS 2020-06-20
] P3ABO MSG TEST.03025 IPERMS XXX-XX-3025 NONE
] P3ABO SFC TEST.03026 IPERMS XXX-XX-3026 NONE
O P3ABO SFC TEST.03027 IPERMS XXX-XX-3027 2020-05-27 joe.p.soldier 2020-05-27 2021-05-27
] P3ABO SFC TEST.03028 IPERMS XXX-XX-3028 NONE
O P3ABO SFC TEST.03029 IPERMS XXX-XX-3029 2019-05-20 joe.p.soldier OVERDUE 2020-05-21
L] P3ABO SSG TEST.03030 IPERMS XXX-XX-3030 NONE o

—

This is an easy way to initiate reviews for an entire unit. Notice the first column on the left. The operator may initiate several
reviews at once by checking the available boxes. To select all, check the box in the upper left, Initiate Reviews. Take care in
utilizing this option, to avoid initiating an entire unit, accidentally. The first two rows do not have the option as they have already
been initiated and are in progress. The RM may also open or initiate a review from the hyperlink in the Record Review column.
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Record Review- List Reviews

Initiate Review 53

Initiate Record Review

Fields marked with an asterisk (*) are required.

* Soldier SSN/DoD ID: SSN or Name E} MULTI
1L4A5 Sc
1L4B3 PV
Clear
1L4B3 PV SSN/DoD 1D Email List Email Text Default Email Text Message
11483 Py LN ... s
XXXXX6264 [V Remove
1L4B3 PV 0006270 ¥ Remove
1L4B4 SS O0X6280 ™ Remove
1L4B4 1c XXXXX6287 i) Remove
xxxxx6300 [ Remove
1L4B4 ME
XXXXX6310 [ Remove
OXX6317 ) Remove

Once the operator clicks Initiate Reviews the system automatically compiles a multi review initiation as shown on page
29. Unique email text and personal email addresses can be added at this time. Click Initiate Reviews to send review
invitations to all Soldiers on the list. Carefully check the list before initiating to avoid unintentional review initiations.
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Record Review- Look up Reviews

Lookup Review is used to find Soldier reviews that have already been initiated. To begin,
type the Soldier’s ID number in the SSN/ DoD ID field. The type ahead function will

RECORDS ~ REVIEWS ~ provide suggestions for Soldiers that match the typed characters. Only the ID numbers of
initiated Soldiers will appear. Click on the correct Soldier name and click Open Review.

Reviews This will open the Record Review Tool.

Lookup Review
Initiate Review

Lookup Record Review

List Reviews Fields marked with an asterisk (*) are required.

Reports DoD ID SSN  Name

1515316317 xxx-xx-0003 TEST.00003 IPERMS

1517882328 xxx-xx-0004 TEST.00004 IPERMS Open Review
xxx-xx-0005 TEST.00005 IPERMS
xxx-xx-0502 TEST.00502 IPERMS
xxx-xx-0504 TEST.00504 IPERMS
xxx-xx-0505 TEST.00505 IPERMS
xxx-xx-0506 TEST.00506 IPERMS
xxx-xx-0508 TEST.00508 IPERMS
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Review [nitiation- soldier Perspective

If the Soldier is not at the same workstation to complete the review, the Soldier will need to go to and log into their own record to
complete the review.

The view below is the Soldier’s home page. Select the Reviews tab.

Click on Open in Action column on right side of page. If the Open button does not appear, contact your Record Manager (S1/Unit Administrator) to have a
review initiated.

Upload Record Brief and end of month LES (the RM must initiate the review before the Soldier can upload documents see page 43). The Record Manager must
verify the attachments before the Soldier can sign the review.

Click on the Documents Tab on top of page.

Soldiers can add comments or remarks for their Record Manager in the Soldier Comments box in the Soldier/Reviewer Comments Tab located at the bottom of
the Review. ( See page 52)

Once the Soldier has reviewed every document, made any necessary comments, listed any missing documents, and signed the review, the Record Manager will
receive an email from iPERMS indicating the review is ready for the Record Manager to complete the Record Manager portion of the review.

UNCLASSIFIED/ fFOR OFFICIAL USE ONLY

* [PERMS

Announcements (3 CDocuments Reviews Help FAQ Preferences
Type Status Due Date Action
]
FERSONNEL RECORDS REVIEW IN-PROGRESS 2019-07-28 Open v
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Methods of Reviews

Soldier Present- (Preferred Method) This method allows the Record Manager and the Soldier utilize the same workstation to conduct
the review. In this instance, the RM and the Soldier must use different browsers (Chrome, Firefox, Edge) while conducting the review.
If the RM and the Soldier utilize separate workstations, they will still be able to view the review at the same time. Soldier Present
method is preferred as it ensures that both parties in the review are viewing the same documents and promotes helpful dialogue about
the Soldier’s record. When conducted in this manner, both the Soldier and RM are credited with viewing the documents and can sign
one after the other(Soldiermustsignfirst). This saves lag time that often occurs when the RM and Soldier conduct the review separately.

Soldier Independent- This review can be either in separate locations or at the same location, but separate workstations. This method
is often utilized when the Soldier does not have the ability to meet with the Record Manager. This method is an acceptable alternative
to the Soldier Present method.

Soldier Unavailable- (only acceptable in a few instances) The Soldier Unavailable review is designated at the end of a Soldier
Independent Review. There is a check box on the signature page for the RM to indicate that the review is being completed Soldier
Unavailable. Completing the review as Soldier Unavailable is intended to be used in cases where the Soldier is hospitalized,
incarcerated, AWOL or other extreme circumstance. This must not be used to expedite the review process for the purpose of meeting a
suspense. In this review, the Soldier does not view or sign, thus has no involvement in the review. See page 58.
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Conducting the Review

The Record Review is conducted to validate entries on the Record Brief, specific Entitlements on the end of month
LES, and ensure substantiating/supporting documents are uploaded in iPERMS.

The first five folders in the Record Review align with sections on the Record Brief.
The sixth folder (Pay Entitlements) aligns with the Entitlements on the LES.

As you review each section of the Record Brief, documents in iPERMS should be found in the corresponding

Record Review Folder. — Personnel Records Rewview

1] Ass gnment/Deployment

Documents that are determined to be missing must be listed in either the temporarily or permanently missing

. . 2 [ Service Data
documents box in the Record Review Tool.

I| 3 [_] Personal Data
Once you have completed the first five Folders associated with the Record Brief, you must review the Pay 4 ] Education
Entitlements Folder which requires the most current end of month LES or UCFR / UCPMR (USAR/ARNG) and the 5 (] Awards and Decorations
Key Supporting Documents Matrix ( ). 6 [_] Pay Entitlements

Reviews must be conducted in the order the folders are listed on the review. Starting with the
Assignment/Deployment folder and finishing with the Pay Entitlements folder. See Appendix A for record review
folder and LES/SRB alignment.

l | ——

[]Shoy 18 previously soldier
revigwed documents

Soldier/Reviewer Comments

Record Manager/Soldier must check “Show # previously reviewed documents” before starting

the review. This will assist in verifying the documents that have been merged from the old

Finance Record Review to the new Pay Entitlements Folder. If the “Show # previously reviewed documents” is
not checked, it is not possible to ensure data accuracy on the Record Brief. See page 48.

Missing Documents
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Conducting the Review- LES and SRB

Record Manager View

Soldier Name: Soldier, John Q
Soldier DoD ID: 1234567890
Review Type:PERSONNEL RECORDS REVIEW
Due:2022-12-10
Review Status:IN-PROGRESS
Last Completed:2021-12-10
Additional Email:

LES/Memo:

SRB:

Soldier View

Soldier Name: Soldier, John Q
Soldier DoD ID: 1234567890
Review Type:PERSONNEL RECORDS REVIEW
Due:2022-12-16
Review Status:IN-PROGRESS
Last Completed:2021-12-16
Additional Email:

LES/Memo:

SRB:

Soldier Present Chosen

soldier Name: Soldier, John Q
Soldier DoD 1D:~ 1234567890

Review Type:PERSONNEL RECORDS REVIEW

Due:2022-12-16
Review Status:IN-PROGRESS
Last Completed:2021-12-16
Additional Email:

Record Manager and Soldier are
physically present for this session.

Revoke Soldier Present

LES/Memo:

SRB:
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In order to proceed past the
landing page of the RRT
(Review Details tab) the RM or
the Soldier must upload the
current Soldier Record Brief
(SRB) and the end of the month
Leave and Earnings Statement
(LES). This LES has all
deductions and entitlements
listed and, therefore, necessary
to validate pay records within
iPERMS.

This view is of a Soldier
choosing a joint review by
clicking Soldier is

Present which exists on the
Soldier side of the review. The
Soldier must validate with their
CAC to continue this way.




Conducting the Review- LES and SRB
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If Soldier is Present is chosen, and the digital
signature of Soldier is validated, the RM and Soldier
will be able to view documents jointly. The RM or the
Soldier must now proceed with the SRB and LES
upload to continue. The SRB and LES must be saved
locally as PDF files in order to upload into iPERMS. If
these are uploaded by the Soldier, they must be
validated by the RM before the documents tab can be
accessed.

The operator may drag and drop files on top of the
Select button, or by clicking Select and browsing for
files within the computer.

Soldier Uploaded Documents
(Soldier can only upload
documents once the RM has
initiated the review)

Record Manager Uploaded Documents
Note: The verified box is checked.
Unchecking this will require the
documents to be uploaded again

Important: The RM and the Soldier
must click on SAVE and REFRESH in

the top right corner of the screen

after each action in order for the other
party to view the updates.
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LE_S/ Memo:
é!&w) Select

)
(Delete)

Documents
need
validation
from RM

Y1 verified

Has been
validated
and review
can
proceed

LES/Memo:
Select

D 700087135.tif

Required

@© pone

SRB:
Select

Required

Incorrect
file type
error.
Must use
pdf




Conducting the Review

Record Review Tool
TEST.06281 IPERMS

gl Personnel Records Review JER=LSELELY Document

Mame Title

Show 0 previously

rrmd e mecmaw
Soldier/Reviewer Comment

ioldier Comments

Missing Documents

Documents

Problem Cases (0) Report Problem

Effective Soldier

Date Reviewed

Reviewer Comments

Missing Initial Contractual Documents

oD 93 RM

Reviewed Verified

Refresh

Reviewer Document

Comments

This is the view from the Documents tab and the focus of the record review. The review tool has an auto save option so that the RM can come
back to the review in the same place, even if the server shuts down unexpectedly. These are the folders that the RM has access to for the
record review. Double click on the individual folders to show only those documents in that specific folder.
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Conducting the Review

Record Review Tool 0 x
TEST.06264 IPERMS ) : :
‘ Review Details Documents Signatures Problem Cases (0) @ Report Problem Refresh
4 personnel Records Review Document Document Effective Soldier RM Reviewer Document A
. Name Title Date Reviewed Verified Comments
b Service Data
DA 71 OATH OF OFFICE - MILITARY PERSONNEL 2003-08-
Personal Data 003-08-08 YA
H Historical Reviews DA 1059-1 CIVILIAN INSTITUTION ACADEMIC EVALUATION REPORT 2003-09-08 v
DA 1059-1 CIVILIAN INSTITUTION ACADEMIC EVALUATION REPORT 2003-08-08 v
DA 1059 SERVICE SCHOOL ACADEMIC EVALUATION REPORT 2003-08-08 v
FIN REC REV FINANCE RECORDS REVIEW 2014-01-23 v
FIN REC REV FINANCE RECORDS REVIEW 2014-01-29 v| WV
Show 0 greviously
reviewed documents
Soldier/Reviewer Comment N
Soldier Comments Reviewer Comments
v

By default, the Record Review Tool (RRT) will show only the documents uploaded since the last review. Click here to show ALL documents. All documents
will be visible and the RM will be able to ensure that all documents that should be in the record are present, legible, signed, etc. The comment boxes at the
bottom are provided for continuity of information
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Conducting the Review

Record Review Tool

ol Personnel Records Review

) Personal Data
L Historical Reviews

Record Review Tool

Document Document
Name Title
DD 93 RECORD OF EMERGENCY DATA

PERS REC REV ~ PERSONNEL RECORDS REVIEW

Missing Initial Contractual Documents

i Personnel Records Review | Jliul:

L Personal Data

L Historical Reviews

Name

Review Details

Review Details

Document

Title

Problem Cases (1) = Report Problem

Effective
Date
2021-09-14
(1] 2021-12-10
Signatures Problem Cases (6)
Effective Soldier
Date Reviewed
2020-10-01 2021-12-
20
2021-12-16 2021-12-
20

Report Problem

Missing Initial Contractual Documents

RM
Verified

RM
Verified

4| 2021-12-20

¥] 2021-12-20
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Autos

o X

Refresh

Reviewer Document

O X

ved Refresh

Reviewer Document

This view is a Soldier
Independent Review

This view is conducted
Soldier Present. Note
the check boxes under
the Soldier Reviewed
and the RM Verified
columns are showing
viewed Simultaneously.



Conducting the Review

Y : . i

et e | Documents [REARCEIE The blue arrow allows the RM to order any of
Document Documént the columns. Notice the Document Title has a
Name LIz blue arrow next to it. This is invisible until you
SGLV 8286 SERVICEMEN S GROUP LIFE INSURANCE (SGLI) ELECTION click on the title. The blue arrow will reverse

: the order from alphabetical once clicked.
5GLY 8286 SERVICEMEN S GROUP LIFE INSURANCE (SGLI) ELECTION Effective date defaults to the OldeSt effective
N REC REV  FINANCE RECORDS REVIEW date document first, however the blue arrow
can reverse this order.
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Conducting the Review

Begin viewing the Soldier’s documents in the record
in the order that the folders appear. See Appendix A
for alignment of record review folders and LES/SRB

_y Personnel Records Review
] Ass gnment/Deployment
] Service Data

I _| Personzl Data

] Education

] Awa rds and Decorations

_1 Pay Entitlements

Record Review Tool

Documents Prablerm Cases (6) Report Prablerr

Document Effective Soldier o 93 RH
Mame Title Date Reviewed Reviewed Werified

2021-12- # 2021-12-2

20

20

2021-12- ¥l 2021-12-2

Reviewer Decunsent
Comments

According to MILPER message 21-231, the Soldier must
validate their DD 93 document, annually. In the review,
the Soldier must attest to the document being accurate
or update needed. The RM will not be able to update
the DD 93 drop down.
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Refrash




Conducting the Review

Record Review Tool

TEST.06263 IPERMS

Show 0 previously
reviewed documents

Review Details | Documents | Signatures Problem Cases (0) @ Report Problem

Document Document Effective Soldier

Name Title Date Reviewed

DA 71 OATH OF OFFICE - MILITARY PERSONNEL 2003-08-08 2020-07-
30

DA 1059-1 CIVILIAN INSTITUTION ACADEMIC EVALUATION REPORT 2003-09-08 2020-07-
30

DA 1059-1 CIVILIAN INSTITUTION ACADEMIC EVALUATION REPORT 2003-08-08 2020-07-
30

DA 1059 SERVICE SCHOOL ACADEMIC EVALUATION REPORT 2003-10-08 2020-07-
30

DA 1059 SERVICE SCHOOL ACADEMIC EVALUATION REPORT 2003-09-08 2020-07-
30

DA 1059 SERVICE SCHOOL ACADEMIC EVALUATION REPORT 2003-08-08 2020-07-
30

FIN REC REV FINANCE RECORDS REVIEW 2014-03-24 2020-07-
30

FIN REC RH 2020-07-

There are often problems in a Soldier’s record. Itis crucialto |3,
take the time to carefully view each document and record any
issues. The following page gives step-by-step instructions for
recording document issues in a record review.
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RM
Verified

41 2020-07-30

Y1 2020-07-30

¥/ 2020-07-30

41 2020-07-30

41 2020-07-30

¥ 2020-07-30

¥12020-07-30

¥12020-07-30

Reviewer Document
Comments

DUPLICATE

INVERTED

MISFILED - DOCUMENT
MAME/DATE INCORRECT
MISFILED - DOES NOT BELONG
TO SOLDIER

A X
Refresh

e



Conducting the Review

Soldier RM Reviewer Document
Reviewed Verified Comments
Reviewer Document Comments box has standard options to
describe the issue. If none of those cover the description, the 3320_02_ #12020-07-30 | illegible copy
RM can freely type a short description in the box.
The document issues Iist.ed in the dropdown, when chose'n, will Soldier — Reviewer Document
create a prepopulated dialog for a problem case (ex. Duplicate Reviewed Verified Comments
Document) This dialog will have all of the pertinent
information required to send a problem case to the HR 2020-02- ¥12020-07-30 | pUPLICATE X
Specialist at HRC. It may be appropriate to add more details as 28
necessary to the dialog and sufficient characters are allowed INVERE
for this. See page 63 for how to create a problem case.
MISFILED - DOCUMENT
NAME/DATE INCORRECT
MISFILED - DOES NOT BELONG

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




Conducting the Review

Soldier RM Reviewer Document

Reviewed Verified Comments
2020-02- /1 2020-07-30 DUPLICATE X v
28

DUPLICATE
INVERTED

MISFILED - DOCUMENT
NAME/DATE INCORRECT

MISFILED - DOES NOT BELONG

TO SOOI NDTFR

Choosing a document issue from the dropdown will cause a prepopulated
problem case dialog to automatically pop up. The RM must fill in the action
requested (required) and click Create Case. The RM must click Create Case
or the problem will not be submitted. New case numbers will be recorded
on the PDF that is sighed at the end of the review. See page 65 for more
information on creating a problem case.

Report a Problem

Report a Problem

All fields are required.

Type of Problem: Comment

Description: Document: PERS REC REV,
Effective Date: 2019-11-12,
Justification: DUPLICATE

*Action Requested:

SSN or DodID: 666006394

Your Email:

Report to Domain: AA

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

Characters remaining: | 3924



Conducting the Review

Y
)

Duplicate- There is an exact copy of the same document within the record. If one copy is more legible
than another, keep the most legible and create a problem case for the other copy.

Inverted- This document is turned. It will need to be corrected by an HR Specialist at HRC.

Misfiled-Document Name/Date Incorrect- This document was incorrectly indexed and will need to be
corrected by an HR Specialist.

Misfiled-Does Not Belong to Soldier- This document was associated to a name or SSN/ DoD ID number
incorrectly and will need to be corrected by an HR Specialist.

Utilizing these dropdowns and subsequent automatic problem case dialogs are an important part of
record auditing.
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Conducting the Review

. . - - Reviewer Comments
The fmal reqU|rement In recordlng document Need to create Problem Case to remove Birth Certificate

i i i i i Need to create Problem Case for removal of duplicate Award
|ssu.es is to list the docum.ent ISSL{eS. In the_ . Need to work with Soldier to upload DA 638 for Award 2000-01-10
Reviewer Comments section. This is required in

order to sign the review. The following page
gives examples of the comments sections.
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Conducting the Review

Soldier/Reviewer Comment A

Soldier Comments - Reviewer Comments

The birth certificate does not belong to me or my dependents

RM may comment on record, or comment that items

Soldier may comment pertinent information about have been batched to the record.
their observation of the documents in their record. RM required to list any document issues here.
Missing Documents v

Toggle between the two bars to access the comment boxes

Soldier/Reviewer Comment v
Permanently Missing Temporarily Missing
DA 4187 - Promotion from E1 to E2 missing [Need birth certificate for dependent child
RM required to list any documents that should be in the List document here that will be batched before 60 days.
record, but cannot be produced within 60 days. This ANY LISTING HERE WILL PREVENT SIGNING AND
information will carry over into subsequent reviews COMPLETION OF REVIEW

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



Conducting the REViEW-Completing the Review

Record Review Tool

TEST.00801 IPERMS : : .
| Review Details Documents Sighatures

Completion Date: P F o -
Review Method:SOLDIER PRESENT Soldier Unavailable: I:l

v

Problem Cases (0) @ Report Problem

Soldier Signature

All comments made in this review will be recorded and a copy filed in your AMHRR. Please
ensure all comments are professional and relevant to this review and your record.

This is the signature page. From here the RM can
designate this as a Soldier Unavailable review (if
appropriate) and sign the review.

Reviewer Signature

The following need to be addressed before signing:
1. Soldier signature required before a reviewer can sign a review.
2. No comment specified for X marked document error has been noted in the Reviewer
Document Comments in the Documents Tab.
3. When documents are marked with an X, the Reviewer must select the error type on
the Signatures tab and enter text in the "Reviewer Comments" box on the
Documents tab.

If the Soldier is physically unable to complete the review, the RM must:
» Mark "Soldier Unavailable" above
* Note an appropriate "Soldier Unavailable" reason from the drop-down list above
¢ Provide additional explanation (required if choosing "OTHER")

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



Conducting the Review-completing the Review

Record Review Tool 0 x

TEST.00385 IPER'TS Review Details  Documents | Signatures Problem Cases (0) = Report Problem Save Refresh /

Completion Date: Soldier Unavailable: Explanation:
Review Method:INDEPENDENT
OTHER - OTHER R... ~

DEPLOYED - SOLDIER IS DEPLOYED
HOSPITALIZED - SOLDIER IS HOSPITALIZED
R( TRANS - SOLDIER IS ON TRANSITION LEAVE

AWOL - SOLDIER IS AWOL To choose Soldier Unavailable, click the checkbox

LR e[}l (e My leI=e Mo Wel{ OTHER - OTHER REASON (DESCRIPTION to the left and choose a reason from the
1. Explanation requir )
REQUIRED) dropdown. If none of the choices accurately

If the Soldier is physical . . ..
must: describe, choose other and provide a description.
2 LB EEEIER U s daeus The Soldier signature block will disappear.

e Note an appropriate "Soldier Unavailable" reason from the S0 SIg € ¢ Sappear.
drop-down list above

¢ Provide additional explanation (required if choosing "OTHER")

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



Conducting the RevieWw-Completing the Review

Record Review Tool
TEST.06385 IPERMS

Completion Date:
Review Method:INDEPENDENT

| Review Details Documents

Soldier Unavailable: Explanation:
OTHER - OTHER R... ~

The following need t
1. Explanation re

If the Soldier is phys
must:

¢ Mark "Soldier |

e Note an approj

drop-down list

* Provide additic

MNotice

IAW DA Pam 600-8-104, 4-4c. "Soldier Unavailable
for Signature” should be used in extreme
circumstances only. RMs can conduct the reviews
without the Soldier if they are unavailable for an
extended period of time. This is not the preferred
method for conducting reviews. Selecting this option
requires the RM to document the reason for
conducting the review without the Soldier and is not
to be used as a result of poor planning. For
example, this may be appropriate if the Soldier is in
a deployed environment with limited computer
access.

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

O X
Signatures Problem Cases (0) Report Problem Save  Refresh
The Record Manager's participation is integral during the
4 Phases of the PRR process:
1. Prepare for a Record Review
2. Conduct a Record Review
3. Cleanse the Record (Problem Resolution (PR) cases))
4. Execute the Record Audit (Update record briefs, PR Case
follow up)
It is very important to conduct record reviews with the Soldier's
participation and conducting reviews with the Soldier Unavailable
should only occur in rare instances. RMs will see the below pop u
message when checking the Soldier Unavailable option.
N\



Conducting the REVieW-Completing the Review

Record Review Tool

TEST.00801 IPERMS . : .
| Raview Details Documents Signatures Problem Cases (0) Report Problem
Completion Date: : : . ;
Review Method:SOLDIER PRESENT Soldier Unavailable: []
v
Soldier Signature Reviewer Signature
All comments made in this review will be recorded and a copy filed in your AMHRR. Please The following need to be addressed before signing:
ensure all comments are professional and relevant to this review and your record. 1. Soldier signature required before a reviewer can sign a review.

2. No comment specified for X marked document error has been noted in the Reviewer
Document Comments in the Documents Tab.

3. When documents are marked with an X, the Reviewer must select the error type on

the Signatures tab and enter text in the "Reviewer Comments" box on the

et b,
The reviewer block will always be yellow, at this point, as the Soldier ysically unable to complete the review, the RM must:
. . . . . . : r Unavailable" above
must sign first. Once the Soldier has clicked Sign Review to authorize ropriate "Soldier Unavailable” reason from the drop-down list above
and provide digital signature, the reviewer should be able to digitally tional explanation (required if choosing "OTHER")

sign. If the reviewer block is still yellow, read the list within it. This block
will give you instructions on the issues that need to be remedied before
the reviewer can sign.
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Conducting the Review- signatures

Dacumant Viewar 53 -
- I agrass Do wsse gy Credenbiabs to digical sigm this do e
BEsm Qo : () O3

Decument Viewer B3 -

BEs Ga 3 [+ - > el () D2 T

Record Review

The Soldier or Record Manager clicks the box next to: “l agree to
use my credentials to digital sign this document” and will then
click the Continue button

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



Conducting the Review

Select “Agree” to digitally sign the record review.
The window will automatically close and update the record
review tool.

Agree o Sgn

rd Review Tool

TEST.06264 IPERMS . 5 .
PERSONNEL RECORDS REVIEW | 666-00-6264 Review Details Documents | Signatures

Completion Date:
Review Method:SOLDIER PRESENT

|Soldier Unavailable: []

v

Review Complete

Once both parties have signed the review
successfully, the Record Review is now Complete.
The Review is no longer editable and is immediately ;l
filed in the Historical Reviews sub-folder contained -
within the Personnel Record Review folder in the
Soldier’s Record."

The Review Completion document will be visible in the Soldier's record shortly.

Review is complete and cannot be edited.

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



Record Review Reports

Record Review Command Summary Report (AA) RESET FORM
The Reports menu is within the REVIEWS tab. There are
several levels of reports that can give the RM information |
about the status of record reviews in their unit. The RM’s et e e
ability to view these reports will depend on their access level. ot (onision: T
A company level Record Manager will not have access to a Pote: seect one o o e fom dropdonn It
Command or Installation Summary. oML (Brigade]: o

example: 141 (15T BRIGADE COMBAT TEAM, 4TH INFANTRY DIVISION)
note: select one or more items from dropdown list

Select PSC(s)...
PSC (Brigade):
RECORDS N REVIEWS i (Brigade) example: UA95 (1ST BDE, 4TH ID, FT CARSON, CO)

note: select one or more items from dropdown list

Reviews RUN REPORT
Reports
Installation Summary The RM can run a report on the entire area of their access by
unit SumTarY not entering any information in these fields, or narrow the
Unit Detai : : e
Uni . field by selecting a specific Command, DML, DMSL, or PSC.
nit Completion Summary ]
Unit Completion Detail Click RUN REPORT for results.

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



Record Review Reports

Record Review Unit Summary Report (AA) Date of Report: June 21, 2019 9:39:17 AM O = & A
UPC Y installation Y  Division/.. Y | UnitName Y  Soldiers Y COMPLETE Y IN-PROGRESS Y % Y IN-PROGRESS Y OVERDUE/IN- Y OVERDUE Y NONE
(NOT DUE) COMPLETE (INITIAL) PROGRESS
704 MI BDE
00101 FT MEADE, MD AIC/MD13 e 2 0 0 0% 0 0 0 2 A
741ST MI BN
00103 FT MEADE, MD AIC/MD13 1 0 0 0% 0 0 0 1
CSG SOCOM
741 MI BN CO
00112 FT MEADE, MD AIC/MD13 A 4 0 0 0% 0 0 0 4
741 MI BN CO
00113 FT MEADE, MD AIC/MD13 B 4 0 0 0% 0 0 0 4
741 MI BN CO
00114 FT MEADE, MD AIC/MD13 e 1 0 0 0% 0 0 0 1
741 MI BN
00117 FT MEADE, MD AIC/MD13 1 0 0 0% 0 ] 0 1
STUDENT NSA
v
742 MI BN
nnnnn o mEanE mn ATemana s . n n nor n n n 4
Total: 13714 Total: 18 Total: 14 Total: 12 Total: 208 Total: 40 Total: 13422
2345678910 > | M G v

With this report, the RM can easily see the status of the entire unit in terms of completion
percentages. The UPC is hyperlinked so that the RM may click on each UPC and open the
Unit Detail Report and view the individual Soldiers. RMs will see report results in the Unit
Detail Report for those Soldier’s that they are allowed to see based on their permissions

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




Record Review Reports

.SARNY

IPERMS RECORDS ~

Record Review Unit Detail Report (AA)

UPC

01A02

01A02

01A02

01A02

01A02

Y Rank

MAJ

SFC
SFC
SFC

wo3

Date of Report: June 9, 2020 10:29:32 AM

Y Soldier Name Y ssn (Last 4) Y Record Review Y Temporarily Missing Y Permanently Missing

Marriage

AUSTINHANKINS SHOWNET .

AD102 XXX-XX-0201 2020-06-09 certificate<br>dependent
birth certificate

PALUMBO CORY A0102 XXX-XX-0203 NONE

LEONARD JON A0102 XXX-XX-0204 NONE

HANDY CHRISTOPHER A0102 XXX-XX-0205 NONE

STURGIS RODRICUS A0102 XXX-XX-0202 NONE

The Unit Detail Report shows detailed information about the individual
Soldier’s record review status. The RM can also open the Record Review Tool
from the hyperlink in the Record Review column.

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

REVIEWS - | | | @

[RM)
o \E: iLa]
Y Reviewer Comment Y



Record Review Reports

[ ]
) PE RMS RECORDS ~ | REVIEWS -~ | | &
(usammy )
Record Review Unit Completion Summary Report (AA) Date of Report: June 9, 2020 10:47:20 AM 0 = &
UPC Y Installation Y Division/Brigade Y  Unit Name Y Soldiers Y Independent Y  Joint Y  Soldier Y
Completion Completion Unavailable
Completion
01A02 FT JACKSON, SC SCE/01AA CLASSROOM 01 STUDENT 02 1 0 1 0
1L4A1 / 1 0 1 0
1L4A3 / 1 0 1 0

The Unit Completion Summary Report will only show information about the completed
reviews in the unit. The RM can see how many reviews were completed by which
method. Open a Unit Completion Detail Report by clicking on the hyperlink or by clicking
on the Reviews tab on the menu bar, then Reports, and finally Unit Completion Detail.
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Record Review Reports

RECORDS - | REVIEWS - | |P3 ‘

Record Review Unit Completion Detail Report (AA) Date of Report: June 9, 2020 10:53:12 AM 0 = &

UPC Y Rank Y sSoldier Name Y SSN (Last 4) Y Completion Type Y Permanently Missing Y Reviewer User ID Y Reviewer Comment Y

Marriage
AUSTINHANKINS SHOWNET . g
01A02 MAJ XXX-XX-0201 JOINT certificate<br>dependent

AD102 John.q.soldier2
birth certificate q

The Unit Completion Detail Report will only show information about the
individual completed reviews in the unit. The RM can see the method of
review, any permanently missing documents, reviewer and review comments.
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Report a Problem

The following are some guidelines for creating problem cases.

Do not submit problem cases for missing or illegible documents. iPERMS does not have the capability to
produce any documents. Instead, have the Soldier produce the document and upload it into a batch. A
duplicate document case will be made for the illegible document.

Do not submit problem cases for technical issues with iPERMS. If you are having technical difficulty call
502-608-0217.

Do not submit problem cases for Soldier within their board window for board purposes. These issues are
time sensitive. Instead, call 502-613-9990, option 2 for assistance.

Be specific in the description of the document problem.
Keep a record of the problem case number for future reference.

The Record Manager may put up to 5 document problems into one problem case. Be sure to put only one
Soldier per case.
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Report a Problem

There are several locations that the RM
can initiate a problem case. There are
two locations for reporting a problem
that provide a prepopulated dialog. The
first is within the Soldier’s record. Once
the record is opened there is the Report
a Problem button on the left side of the
screen. As shown, the problem case
dialog is automatically filled with the
pertinent information. It only lacks the
justification and the solution.

Once all information has been filled in,
click Create Case on the bottom and
record the subsequent problem case
number.

Document Viewer 53

Document Details

Doc AUTH TO START,

Title STOP, CHANGE
BAQ AND OR VHA

Effective 2016-04-05

Input 2017-06-21
Pages 1

Report a Problem ()
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Report a Problem

Other locations include the Record
Manager landing page under the
RECORDS tab on the menu bar and
an option on each page of the
Record Review Tool. They all
operate the same way. The dialog is
blank and will need to have all
information filled in.

RECORDS ~

All Soldier Records

SSN / DoD ID / Name / La&ty

mcuw L,;D
Report a Problem

Documents

DD93s/SGLVs

Record Review Tool
TEST.06270 IPERMS

1. Prior to starting the review:

* Set the Adobe PDF Reader add-on to open PDFs in the browser.

Review Details

1. Open Internet Explorer, and choose Tools>ManageAdd-ons.

2. Under Add-on Types, select Toolbars and Extensions.

3. In the S-~ —-=

4. In the li Record Review Tool
TEST.06263 IPERMS

5. If applic
Note: Ifyoudor

melee mEE o

* Obtain a copy ¢
+ Download a coj
e The Snldiers Re

Show 0 previously
reviewed documents

Document
Name

DA 71

DA 1059-1

DA 1059-1

DA 1059

DA 1059

DA 1059

FIN REC REV

FIN REC REV

Review D

Document
Title

OATH OF OFFICE

CIVILIAN INSTITL

CIVILIAN INSTITL

SERVICE SCHOOI

SERVICE SCHOOI

SERVICE SCHOOI

FINANCE RECORL

FINANCE RECORL

Documents

etails Documents

Report a Problem

Report a Problem
All fields are required

Type of Problem:  Comment

Description

Document
Ef

*Action Requested:

SSN or DodID: 666006394
Your Email

Report to Domain:  AA

Signatures

S REC REV,
12,

Problem Cases ((

Report Problem

Signatures Problem Cases (0)

Effective
Date

22970778

B

100

Characters remaining: 3924
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Report Problem

Soldier

Reviewed
2020-07-
30
2020-07-
30
2020-07-
30
2020-07-
30
2020-07-
30
2020-07-
30
2020-07-
30
2020-07-
30

RM
Verified

vl 2020

71 2020-

/1 2020~

V1 2020-

/1 2020~

v1 2020-

¥ 2020~

71 2020-

0 X
Refresh
Reviewer Document A
Comments
-07-30 v A
0
7-30 v
7-30 -
o [
DUPLICATE
V-30 INVERTED
MISFILED - DOCUMENT
7-30
MAME/DATE INCORRECT
7-30 MISFILED - DOES NOT BELONG v
TO SOLDIER




Appendix A- Alignment for LES/SRB and Review Folders

ASSIGNMENT/DEPLOYMENT

Leave and Earnings

Statement (LES) )] Records Review Document | Dacsmant Tite ¢  [Effective .  Soldier o Sl e | AI '
Documents in this Folder support the | § Aeviormack/Duployment | ENLISTED RECORD BRIEF I
. . = d RANK - DOR P Prv«os SSN - COMPONENT ‘ ‘
following Pay Entitlements on the LES | S Service Data 1| [] b — ————
e Base Pay (GRADE, YRS SERVICE) |53 Personal Data NE R Pt :
- 20070412.20000607 2z | B
*  BAH (Current PCS Orders) () Education 4 ooy fax [z |+ | [ERIE » Languag
«  Hazardous Duty P 1 b A Y o i o
azardous bu y ay I () Awards and Decorations I w TR ;:;o;_
i i i g Start 20390007 ! duc J
Famlly Sepa ration I ) Pay Entitements I d Month - Days | 25023 uys _Qms_mz ERVSSRRER AR ' . !
° 1 w Date Dopendonts Arrwed OS §
Imminent Danger Pay d s me Jeo _ —+s | SECTIONVI - Wiliary Educatio v , DEFENSE FINANGE AND ACCOUNTING SERVICE MILITARY LEAVE
*  Aviation Pay (Officers) N T = 3 b e el il R e
s romotion Ponts/ ALLOT!
e B
Prom Seqd | Prom Select Dt . ¥ Amount | Type Amount | Type
Promotion MOS 4 S and scoraion % JPASE PAY rml?tbﬁ;L.Axs 550,12 [TRICARE DENTAL
m‘ = . v 3 Y FICA-SOC ¢ RITY N T ALLOT
E;Jmh:; E;‘\EC | 190 lzmol-z [Tz DX [ E Egip é%ég%ggiagmggté I 3%0;;3 BANK ACCT ALLO
. i = . v T L] o e cofcl
Record Brief S , ; : e it
:::g:; . o:l T o G ID-MONTH-PAY 2653.89|
Section | ; = |
' M1 X ‘ J
. . . . | e J
Validate each OS/Deployment Combat Duty in Section | has a e P Y—p——— reerr .momno_r“«_“‘-mm—wlnm— :
Correspondlng Order - NI ORGANIZATION STATION LOC | COMD | OUTY TITLE OMOS  JASTTLA g
. . L. . . (i Prou0aa1123|  NIKOCO [010004NENG CO, HBCT FTCARson |Us [FE  [STERsrmemarH ot 31840 [00 [ vy
* Validate orders listing any Enlisted MOS Changes, Officer S P N e o T ETSARSSN |UD RS [ATSOMSSTGEANL.,  |HEi|®
At Prov 209] 6 IWAYTAA |040002INHHC BCT FT LEWIS uUs FC SR ENGINEER NCO 2‘1&2 YY
Branch, ASls, SQls
. OTAL [ 7626.70§ 3946.00
SeCtlon IX ILEAV I 8:28‘.;! I E.,m: | Uszed IZ;S: ET °Sal ILv;osl ILv%a»d | Use7r‘L;75e s l W;gesspes-';)d
e Ensure all assignments listed in Section IX have a FiCA Wage Perod |~ 5oz Wage YTD [ Soc TaxYTD | WedWage V1D | Med ToxvTD ETATE T 51 | W4
AXES 5648.10 67777.20 4202.19 67777.20 982.77 TAXES | TX
. . . 11 VHA Zy Rent Am 2 Stat JFTR I
corresponding Assignment Order in the Record. pata_ | ‘wiote | se |soszs| oo" | i " il i [
F Off. /W Off. S I . d 14 f h f T:ﬁa:‘l’:gsN:)L Base P;y Rate Base F’ao,'oCunenl Spec P:y Rate pec PagoCunen Inc Pag Rate [
or Icers arrant ICers, see 1ae or a screenshot o ROTH PLAN | 825 Pay Rate BasePay Comenl | Spec Pay o SpecP;yCunen( TncPay Rate | 1
. 0 .00 0 .00 0
the ORB sections ONTRIBUTIONS, V70 Deducbons YD TSP Deterred
TOTALS 3388.92 3388.92
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Leave and Earnings
Statement (LES)

Documents in this Folder support the
Pay Entitlements on the LES

*  Base Pay (GRADE, YRS SERVICE)
*  BAH (Current PCS Orders)

Record Brief
Section Il

* Validate Date of Rank is correct based on promotion orders for

SERVICE DATA

Appendix A- Alignment for LES/SRB and Review Folders

i 1 Records Review

i

Document Title L3 ERte L3 bl 3

S g_mwmAll

I (] Ass gnment/Deployment I

I () Service Data

I _) Personal Data

) Education

I (%) Awards and Decorations I

I ) Pay Entitlements

each rank (SGT and higher for Enlisted Soldiers)

* Account for Time in Service by validating all enlistment /

| v | o | o

0

reenlistment contracts and separation documents (if there was a

break in service) are in iPERMS.

* Documents that can account for time include but are not limited

to:
Officers:
Oath of Office
Appointment letter/order
All promotion orders

Commissioned via USMA: USMA 5-50

ROTC/OCS: DD Form 4

Enlisted:

DD Form 4-1/2 and/or DD Form 4-3
- DD Form 1966
All promotion orders to E-5 and above

Commissioned via

ENLISTED RECORD

BRIEF

PMOS

218

SSN
XXX-XX-3601

z
SECTION lll -

Service Data

For RC Soldiers

Active Duty Orders, DA Form 1380, Other Forms that
can support time in service: DA 1506, DD Form 220
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LECLERIC, BRYON

INAME (Last, First
D |

ENTITLEMENTS
Amount

Type

EPAY

RS
AS
AH

@
T TD

OTAL

7626.70

LEAV 8F Bal Emy
62.0

Emd Used | Cr
7.5 2 67

FICA Wage Penod Soc Wage YTL
AXES 5648.10 67777.20
PAY BAG Type | BAQ Depn | VHA
DATA WI/DEP sP__ | 80¢

TRADITIONAL | BasePay Rate | Ba

PLAN (TSP)

ROTH PLAN

[CONTRIBUTIONS
TOTALS

RAC SEC

om

OUNTING SERVICE MILITARY LEAVE I
TCOARE T DAV OATE T VOSSUC T Fis |



Ap pendix A- Alignment for LES/SRB and Review Folders

PERSONAL DATA

Leave and Earnings

) Records Review Effective. o e g ot _ | l

Statement (LES)

Documents in this Folder support the
following Pay Entitlements on the LES

I () Assignment/Deployment I
i |
|

ENLISTEN BECORN BRIEE

| COMPONENT
REGULAR
SECTION IV - Personal/Family Data
Sate of Buth 19700922 Thploce AZ
Soudtry of Citz US

I () Service Data

I ) Personal Data

(=]

[SoxRace

® OHA - e MALE | BLACK
- a A\dults Childron elgion
) Education a 12 BAPT CH OTHER
hd BAH B =1 AaMail Status poute DrPpioce
I (%) Awards and Decorations I manes ol
) rat 1 SOLHES T SEat
L ]
CO LA d | OR 72218
I ") Pay Entitlements 1| PP O Cind Sponsored o
= S — —
i . =
. ~ DEFENSE FINANCE AND ACCOUNTING SERVICE MILITARY LEAVE
q FANE (Last, First, MI) ROE S GRADE | PAYDATE J YRSSVC ETS
- LECLERIC, BRYON ; 19900307] 25 20160331
A ENTITLEMENTS ALLOT!
Type Amount | Type Amount | Type
. ASE PAY 5648 10JF COERAL TAXES 0.12 [TRICARE DENTAL
Reco r B rie AS 242 60fFICA-SOC SECURITY 350,18 [BANK ACCT ALLOT
AH 1536 00JEICA MEDICARE 214

200,000

Section IV

* Validate Marital Status ensuring marriage certificate, divorce decree,
annulment documents are in iPERMS.

Check for dependents documents (i.e. birth certificates, adoption
record, court orders, divorce decree and DFAS approval for secondary
dependency) for each dependent. Note: Spouse birth certificate is
not uploaded to iPERMS.

OZZrXe—=TIOTMMOO® >

Wage Period | Soc Wage Y1D E
AXES 5648.10 67777.20
PAY BAQ Type | BAQ Depn | VHA Zip | Rent Amt Share St JFTR [Depns | 2
DATA W/DEP sP__| 80925 .00 ‘ 1 [ R | [ 0
TRADITIONAL | BasePayRale | BasePayCument | SpecPay Rate | SpecPay Current | IncPay Rate |
PLAN (TSP) 3 .00 0 .00 0
ROTH PLAN | B P;y Rate | BasePay Cument | Spec pg, Rate | Spec Pago(:u"er.f inc Pay Rate | I

ONTRIBUTIONS!
TOTALS

YTD Deductions
3388.92

YTD TSP Deferred
3388.92

l

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



Leave and Earnings

Ap pend IX A- Alignment for LES/SRB and Review Folders

EDUCATION !

Statement (LES) . Hee e B Documeq DocumentTitie ¢  EMfective ,  Soidier 4 RM o peiewer DocumentCommentss | | |

I__‘, Assignment/Deployment I
Documents in this Folder support the 1§

I ) Service Data
following Pay Entitlements on the LES o I
* Foreign Language Pay
. ) Education
* Special Pays —

(=]

I (") Awards and Decorations I

Record Brief I-—-J Pay Entitlements |

Section V
* For Foreign Language entries, ensure
there is a supporting DA Form 330

Section VI
* Ensure there are supporting documents for all courses

listed in military education section
DA 1059s will not be visible in the reviews, rely on Soldier to view within AMHRR
Course Completion Certificates of at least 40 hours in length should be included
Courses less than 40 hours in length are not included in the review

Section VII —

* Verify transcripts in iPERMS for all college education

Civilian college diplomas are not included in the Record Review.

Officers should only have transcripts that confer a degree

* Professional Licenses/Certifications

per DA Pam 600-3 (Officers) — Including medical licenses and board certifications
per DA Pam 600-25 (Enlisted)

| 9~ |l 9 | 00|

ENLISTED RECORD BRIEF

BRIEF DATE | NAME RANK - DOR |wos Issu |co:.u>o«mv
20140102 LECLERC, BRYAN LAMONT SFC 20040101 218 » 3501 R
SECTIUN V — roreign Language
Tanguage | Read Uston | Spoak
SECTION VIl ~ CIVILIAN Education
Leve! Completed QVHI:;C(.L Ye 2008
DLAE ¥ by S —
e = b = DEFENSE FINANCE AND ACCOUNTING SERVICE MILITARY LEAVE
MELMES SLCORACURTED o | Number Of Sermmier Hiours Compiored s D JAVE Gast Fst W) SIS PAY DATE | YRS SVC £S
SR (OR CRS 15035 3004 Technical Certification Ha LECLERIC, BRYON 19900307) 25 20160331
DRILL SERGEANT SCHOOL 203 Course Name [OtCentied]Ot Expires 4 [ENTITLEMENTS | ALLOT
NTC OBSCONTR CRS 2001 A 4
BASIC INSTRUCTOR THG 2000 Type AmountdIype. Amount | Type
SAPPER LEADER COURSE 1999 A BASE PAY 5648.1( u
AIRBORNE 1997 Py
= ADV LOR CRS (ALC} 1996 B [BAS 24%9[
- UNIT PREV LOR (UPL) 1995 C PBAH 1536.0(
COMBAT LIFE SAVERS CRS 1995 0 lspap 200.00¢
WARRIOR LEADER CRS 199 E
" FAO CNTRY TNG/GERMANY 1990 £
G
H
1
J
K
L
M
N
o}
OTAL 7626.1 ]
=
LEAVI BF Bal Emd Used Crial | €IS Cal | Lvitost | LvFaid Uselluse  frew Woge renod
620 | 75 2 |e75 o |0 | o | 75 fraxes | “ssess
FICA Wage Period | Soc Wage Y1D | Soc 1ax Y1D | Med Wage Y1D | Med 1ax YID [STATE | St | W4
AXES 5648.10 67777.20 | 4202.19 67777.20 982.77 [TAXES | TX
PAY BAQ Type AQ Depn | VHA Zip Rent Amt Share Stat JFTR  [Depns| 2]
IDATA W/DEP SP__| 80925 .00 1 R 0
[

TRADITIONAL | Base Pay Rate Base Pay Current
PLAN (TSP) 3 .00

| Spec Pay Rate pec Pay Current Inc Pay Rate
0 .00 0

ROTH PLAN | B¢ ng‘ Rate | Base PagoCu'vem

Spec Pay Rate Spec Pay Current Inc Pay Rate
0 .00 0

ICONTRIBUTIONS YTD Deductions
TOTALS 3388.92

YTD TSP Deferred
3388.92
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Ap pend IX A- Alignment for LES/SRB and Review Folders

AWARDS & DECORATIONS

Record Brief

| 3 Records Review Documeqy Document Title ® R SISO R . ¢ Reviewer Document Commentse AI ‘

Section VI | £ Assignment/Deployment | ENLISTED RECORD BRIEF
° Ensure eaCh awa rd has a Supportlng I ) Service Data I . [‘::;tr)lr;;; rI:j:?:’LrERC_ BRYAN LAMONT :::.( ooR 20040101 :Jaog l:::.xx.:bm ICC"'DO‘JH' REGULAR I
document when applicable [ remsonsi Data 114
Service Ribbons may not have supporting . | ]
Documents. Certificates of Achievements will ) Eouceton ]
not populate on the review. | &3 Avards and Decorations | | H
* ALL DA Form 638s and corresponding | |=)_Pay Entitlements 1 1]
Award Certificates should be in this
Folder.
If a DA Form 638 exists without an Award e ——
Certificate, consult AR 600-8-22 to determine if A H e
the certificate can be reconstituted by current command o5 $
If an Award Certificate exists and the DA Form 638 is missing, upload the s i
document or list in the appropriate missing documents text box. ';.:fu:.‘:;: i
1
* There may be multiple documents for each award (DA Form 638 :
Orders, Certificates).

* There may be Award Orders/Memorandums that are not
authorized a certificate in iPERMS (MOVSM, Good Conduct Medal,
etc.)

* Recommendations: List the award name in the column next
to the document to identify when Soldier has multiple
of same award (ARCOM, AAM, AGCM).
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Ap pend IX A- Alignment for LES/SRB and Review Folders

PAY ENTITLEMENTS

Record Managers must have end of month LES (or UCFR/UCPMR) and KSD/Entitlement Matrix to validate ALL Pay Entitlements

EVERY entitlement listed on the end of month LES must be cross referenced with the KSD Matrix to determine which documents are required
to substantiate the entitlement. The Key Supporting Documents Matrix can be found at this link: ( )

The KSD Matrix is broken down into two categories: Most Common Pay Entitlements and all others. The combined list of entitlements
following the Most Common Pay Entitlements are in alphabetical order.

Some entitlements do not require supporting documents to be filed in iPERMS (i.e., BAS) as noted in the KSD Matrix.

Most of the documents identified on the KSD Matrix for entitlements have been validated in the previous folders of the Review; however,
you must confirm that every document for each entitlement has been reviewed.
* For Example, the BAH Entitlement paid at the with Dependent Rate requires:
Documents- dependency documents (Personal Data Folder ), PCS orders (Assignment/Deployment Folder), promotion orders (Service
Data Folder), DA Form 5960 (Pay, Entitlements Folder)
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https://www.hrc.army.mil/asset/16487

Appendix B- Record Downloading

The RM has the option to download single or multiple Soldier records. Notice the yellow DOWNLOAD SOLDIERS button in the top right of the report
results. This will create a zip file of all the records returned in the report results. The RM should create a file on their desktop for these files. Once they
are downloaded the zip file must be opened and the RM must extract the files. Use this option with caution as these records contain sensitive personal
and professional information. Always safeguard personally identifiable information by encrypting emails and utilizing good security measures on their
computer. Use only for government business. This action is auditable and misuse of this ability can result in punitive action against the user.

iPERMS RECORDS ~ | REVIEWS - | |3 &

(152807
Soldier Report ite of Report: June 16, 2020 12:19:24 PM Maximum results exceeded, not all rows shown DOWNLOAD SOLDIERS @) = &4
Full Name Y ssn Y boDID Y User Y Birth Y status Y Grade Y Rank Y UPC Y Attach Y cur.. Y cMF. Y Dom.. Y Document Y
Date Count

TEST.05824

666-00-5824 1986-12-12 A El PV1 1L4B3 1/c / AA 6 A
IPERMS
TEST.05825

666-00-5825 1982-02-02 A El PV1 1L4B3 1/c / AA 4
IPERMS
TEST.05826

666-00-5826 1983-03-03 I El PV1 1L4B3 1/C / AA 4
IPERMS
TEST.05827

666-00-5827 1982-02-02 A E1 PV1 1L4B3 e / AA 4 BACK
IPERMS
TEST.05828

666-00-5828 1983-03-03 A El PV1 1L4B3 1/C / AA 4
IPERMS
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Appendix B- Record Downloading

Soldiers Download

Are you sure you want to download 25 soldiers?

Download Cancel

BACK

The RM is given these dialogs to ensure this is the
expected action. The RM must next check their Inbox
under their profile dropdown menu.

Soldiers Download

Record download has started. Please check your
inbox to retrieve the file.

Close
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Appendix B- Record Downloading

Role: Record Manager
expires in 1060 days on 2023-05-13

System (2.2.0)

Inbox

Select Rule(s)

Check the Inbox for the option below. This can happen instantly or take several

a folder on the computer desktop for easy retrieval.

minutes, depending on the system and number of records requested. Once the RM
chooses DOWNLOAD, the system will give the option of opening or saving. Save to

Filename Status Actions Description
Switch Role . .
record_download_2020-06-16_123105.zip Ready for Download DOWNLOAD DELETE Downloadable Soldiers From AA
Preferences
Log Out
Do you want te open or save record_download_2020-06-16_123105.zip from ipermscoop.army.mil? Open Save |T Cancel -

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

Deletion Date

2020-06-23

BACK




Appendix B- Record Downloading

=1 Extract ® oo

1 |
Home Share View Compressed Folder Tools Extract Compressed (Zipped) Folders e

Lev2 Select a Destination and Extract Files

Extract To Files will be extracted to this folder:
v - . - ' Usershangela.c.simmons3339,Documentsirecord_download_2020-06-16_12310! Browse... .
I~ | <« AppData + Local » Microsoft + Windows = = = Search rec... 0O .
= Extract files. The RM can then
MName ) + modified ] o
#F CQuick access B Show exracted files when complete use the SearCh fU nCtlon and
2 | 666005824.html
. . ) 0
2xlserguides o o584 mi enter a Soldier’s SSN to find
5 et S sssonsazs o the HTML file with all of that
Personal =] 666005825 xm ., .
=] Pictures = 666005826, htrnl SOIdler S records I|Sted to
B This pC (2] 6660058261l open. All files (TIF and PDF)
) &) 666005827, htm . .
8 3D Objects =) 66005827 will be listed here as well.
B Desktop & 666005828, htel
=| Documents =] 666005828l
3 Downloads 2 | 666005831, html
D Music =] 666005831 xml I —
=1 Pictures £ | 666005832, html HTML Document 3KE Ne
m Videos =] BEE005832xml XML Document 2KB  MNe
£ | 666005833.html HTML Document 3IKB No
s Wind C
== Windows (C:) ] 666005833.xml XML Document 2KB No
= Share (MKNOXHAT' &1 gegn05a34,html HTML Document 3KB Mo :
=¥ Network =] B6E005834xml XML Document 2KB MNo 88% B/186 : g v
i > BACK
327 items oo =
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	Blank Page

	986010901  Soldier Record: 
	CAC: 
	CAC text: Use the tech support number listed on the certificate log in page to help with problems like Adobe compatibility, inability to find batches, how to find iPERMS resources, or technical issues conducting a record review.
	Announcements: 
	Announcement Text: The system will now allow users to switch from one role to another without having to log out and in again.  Simply click on the desired role and, after a slight pause, the chosen role will appear in the system.  This can be done from any place in iPERMS.  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, the operator can view how many days remain until their role expires.
	Pro Tips: 
	announce image_af_image: 
	announce protiptext: Record Managers only have access to view selected records and document types.  Permission is given by the Domain Manager (DM) or Domain Administrator (DA) when access rules are assigned.  Rules are cumulative, and if more than one is assigned, an RM can choose to view records based on a single rule or a combination of all the rules assigned.  Use this option with caution as rules can sometimes conflict with one another.
	more info: 
	soldier search text: The operator's query will return Soldier records based on the access assigned to the operator's rule.  The operator will only see the records necessary to complete works appropriate to the role.
	more info soldier search: 
	Announce Pro Tips: 
	primary sort image: 
	primary sort text: Sort report results by most pertinent information like name, rank, active or inactive status, etc.
	soldier searchprotip text: Set maximum rows to an appropriate number.  
Too low= may exclude Soldiers from report
Too high= takes longer to return results and may time out.
	record searcvh text: The magnifying glass next to the criteria field can assist by providing an exhaustive dropdown list of options for the specific criteria.  No need to click the plus sign when the dropdown criteria are chosen.  
	search text: The operator may Print or Export to Excel the report results (this is available in any of the report results in the iPERMS application).
	print: 
	NG Specific: 
	BACK: 
	protip soldiersearch: Click on the column name to activate the blue arrow.  Click on the arrow to reverse sort the column.
	protip soldiersearch image: 
	soldiersearch2 text: The upper left hand corner gives some basic Soldier information, as well as documenting the last time the Soldier logged in.  Slide the Most Recent Document button to the right to see only those documents added since the last viewing.
	docsearch text: Adding too many criteria or a long search timeframe may overburden the system and cause it to time out.
	NG docsearch text: Examples of helpful uses for document search:  Validate awards on DA photo, validate 1059s and NC/ OERs, document search for specific document to prepare Soldiers for retirement or separation.
	docsearch text2: Adding too many criteria or a long time period can overburden the system and cause it to time out.
	dd93 text: If the operator knows the UPC, they may type it in the UPC field and click on the plus sign.  Otherwise click on the magnifying glass to choose from the dropdown options.
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