it

How to Guide- For Record Managers

Creating Problem Cases
from the Record Review
Tool




Preparing to Submit a
Problem Case

» Record Managers (RMs) must complete the review - ARecord Manager has
the same functions as the Authorized Official role but adds the ability to initiate
and complete record reviews within the Record Review Tool (RRT).

= Reference the documents in the Soldier’s record, Do NOT reference the
Record Review comments in the description of problem.

= NQ more than 5 problems per case per Soldier. --- If more than 5
problems within one case, create a new one and follow the same steps
in the subsequent slides.
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DO’s and DONT’S

v" Do not- submit problem cases for missing documents.
IPERMS does not have the capability to produce any documents.

v Do not- submit problem cases for technical issues. If you
are having technical difficulties please call 502-613-9990
for assistance (Option #3).

v Do not- submit problem cases for Soldiers reviewing
records for board purposes. Contact 502-613-9990
(Option #2)

v Do- be specific in your description of the problem.

v Do- keep records of the problem case number for future
reference.
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Provide the Following Information:

= DOCUMENT NAME: One document name as it appears in the document
name column (Example: DA71)

» EFFECTIVE DATE: One entry date as it appears in the effective
date (Example: 1988-02-02)

= ACTION REQUESTED: (Example: Remove Document)

= JUSTIFICATION: (Example: Duplicate Document)

---NOTE---

The specific information above is REQUIRED in order to process the request.
Put no more than five different document problems in one case. One Soldier per

case.
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Create a Problem Case

Report a Problem

Fields marked with an asterisk (*) are required.

Type of Problem: Document Problem VI

* Description of
Problem: Document 1 A

DOCUMENT: One document name as it appears in the document column (Example DA 71)

EFFECTIVE DATE: One entry date as it appears in the effective date (Example: 198-02-02)

ACTION REQUESTED: (Example: Remove Document)

JUSTIFICATION: (Example: Duplicate Document for (1LT Duck, Donald)

Document 2

DOCUMENT: One document name as it appears in the document column on the RRT

EFFECTIVE DATE: One entry date as it appears in the effective date (Example: 198-02-02)

ACTION REQUESTED: (Example: Remove Document) Vv
JUSTIFICATION: (Example: Duplicate Document for(1LT Duck, Donald)

Characters remaining: |3378

* GSN: Soldier’s SSN  _JIEtEIE
* Your Email: lmickey.m.mousel.mil@ma;l.mii J

* Report to Domain:

¢ IpYo N\ (04 M el : V-N. (¢ o3 problem to the iPERMS System Administrator,

Domain is auto-filled
DO NOT CHANGE

Create Case I | Close
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Problem Reported

*k*k N O‘I‘ E***

Keep track of your
problem case number
until you have
received an email that
case is closed.

-
‘2! https:/fipermstraining.carson.army.mil/ - Create Problem Case - Windows Internet Expl

Fields marked with an asterizk (*) are required.

Problem case 19031 was successfully added to the AA queue.

Report a Problem

Type of Problem: Comment
* Description of |
Problem:
Characters remaining: 4000
* SSN:
* Your Email:
* Report to Domain: ar @ Note: Enter "US" to report this problem to the iPERMS System Administrator.

Create Case I | Close
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Points of Contact

> IPERMS Access

usarmy.knox.hrc.mbx.iperms-accounts@mail.mil
502-613-9990 or DSN 983-9990 (Option #3)

» IPERMS Records Support (within 60 days of the Board)
usarmy.knox.hrc.mbx.iperms-board-support@ mail.mil
502-613-9990 or DSN 983-9990 (Option #2)

» Record Maintenance and Updates (non-board)
usarmy.knox.hrc.mbx.perms-records@mail.mil
502-613-9990 or DSN 983-9990 (Option #1)

> If overseas dial 312 (CONUS Code) and remaining DSN

»For up-to-date information click on our page:
https://www.hrc.army.mil/content/Record%20Update%20and%20Maintenance
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