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Agenda
• Introduction

• Documents required for filing in Soldiers' AMHRR

• Scan and create batches in TIFF and PDF format for 
processing

• Uploading/Scanning batches into iPERMS

• Batch Originator Report/Rescan Queue

• Questions
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Introduction
• The web upload function is used to transmit electronic 

images of AMHRR documents to an indexing data 
center, where it is filed into the Soldier’s record in 
iPERMS

• The digital transfer utilizes your web browser’s 
encryption capabilities to safely transmit the electronic 
documents

• For information on requesting access to iPERMS click 
iPERMS Access
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https://www.hrc.army.mil/TAGD/iPERMS%20Access


Documents required for 
filing in Soldiers' AMHRR

Information regarding documents required for filing in the 
AMHRR can be found at the following two sources:

AR 600-8-104

Required Documents
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http://www.apd.army.mil/pdffiles/r600_8_104.pdf
https://www.hrc.army.mil/Site/Assets/Directorate/tagd/iPerms_required_documents.pdf


Accredited Academic 
Institutions

To view a complete list of accredited institutions, 
go to: Accreditation Website

DOD 

5
Unclassified

http://ope.ed.gov/accreditation/Search.aspx


DA Selection Boards

• There is a separate process for uploading board related documents

• Must have BOARD written in the container field

• Upload only documents filed in the performance folder; i.e., civilian
transcripts and course completions 40 hours or more

• Board batches are processed within three duty days

• Do not send documents that are not board related

• ONLY for board eligible Soldiers
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Evaluation Reports

• All evaluations for Active and Reserve Components must 
be submitted to the Evaluations Branch at HRC. National 
Guard follow state guidelines

• For more information on the process of submitting
evaluations to the Evaluations Branch, go to their
webpage at Evaluation Branch Homepage

Do not upload OER’s, NCOER’s,
1059’s or 1059-1’s
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https://www.hrc.army.mil/TAGD/Evaluation%20Systems%20Homepage


CLASSIFIED 
DOCUMENTS

• Do not scan and upload Classified Documents that contain and/or
labeled “Classified” (Secret, Top Secret or Confidential) into iPERMS

• The iPERMS system is unclassified, only unclassified documents are
authorized in iPERMS
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ADVERSE ACTIONS
• Adverse actions should be sent by your unit’s legal office 

utilizing Military Justice Online (MJO)

• Reserve personnel do not have access to MJO, so 
adverse actions must be emailed encrypted to: 
usarmy.knox.hrc.mbx.perms-records@mail.mil

• If you have questions, call the Record Maintenance and 
Updates team at 502-613-9990 (press 3) or DSN 983-
9900 (press 3)
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mailto:usarmy.knox.hrc.mbx.perms-records@mail.mil


Batch Preparation
• Must have Scan Operator or Field Operator role
• Determine web uploading requirements
• Use web uploading tools to create a batch
• Arrange images in batch
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Session Role
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Image Requirement
Must be:
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iPERMS
Transmittal Letter
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Ensure the full SSN is clearly written in the top right corner on each
image.

Joe Snuffy

S uffy s

123-45-6789

Social Security Numbers
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Redacting Documents

Redacted 
DocumentOriginal 

Document

Documents should never have multiple Soldier's PII listed on the same document.
In the case of older documents that have multiple Soldier’s PII on it, you must
redact the other Soldiers information from the document.  DODID numbers are 
treated the same as SSNs. We will not accept documents that have multiple
Soldier’s PII listed and have not been redacted.
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Batch Manager View

When you log into the Scan Operator role, this is the first screen that will
appear. In order to see the complete list of batches in the Scan/Rescan
queue, you will need to uncheck the “Assigned” button. This is an automatic
default.
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Scanning Toolbars

Create a new batch - button allows you to create a batch by uploading images to the server or by web scanning

Check out a batch - button allows you to enter a specific Batch ID to check out a batch

Delete a batch - button allows you to enter a specific Batch ID to delete a batch

Batch Search - button allows you to enter a Batch ID or text to search for a specific batch only among the 
batches displayed

Install JRE - button provides access to the iPERMS installer window. A user can download Java, a 
scanner certificateand an image viewer used for web-based scanning

IQC Reports Menu - button allows a batch creator access to the Batch OriginatorStatus Report
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Scanning Toolbars (cont.)

Batch ID - lists the system generated batch number.

Check Out - button opens the batch for processing (If a batch is already checked out, the button changes from Check Out 
to Override)

Batch name - lists the batch name generated during scanning or modified during batch processing
Created - lists the date when the batch was scanned or imported
Stage - lists the stage the batch is in
Working - lists the AKO user ID for the person who currently has the batch checked out
Docs - lists the number of documents and images in the batch
Errors - lists the number of errors associated with the batch
Container - Contains information with additional instructions input by the Scan Operator, such
as board batches, SGLV documents, etc
Comment - lists any comment entered during processing
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Batch Editing Toolbar
1

2

3

4

5
6

7

8

9

11

12
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Join Up-joins a document with the above document

Join Down-joins a document with the below document

Move Image Up-moves an image up within a document or into the preceding document

Move Image Down-move an image down within a document or into the next document

Split-separates images into two separate documents

Clear Index Values for this document-deletes all the index data entered in the fields

Toggle Document/Image Rejection Flag-marks a document for rejection

Delete Selected Document and all of its images-deletes a document from the batch, including all associated images

Delete Image-deletes a selected image from a document

Reverse Document /Image order-reverses the order of documents for the entire batch

Reverse Image Order in Selected Document-reverses the order of images in a selected document

Upload Images-allows you to add images to a batch

Scan Images-provides access to the Web-Based Scanning functions and allows you to scan images into the batch



BATCH 
ORIGINATOR 

REPORT
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Click on IQC
Reports Menu

Batch Originator Report

20
Unclassified



Click on Run Report

Creator will self 
populate

Batch Originator Report

Select Batch Originator Report
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LEGEND
S = Rescan Queue – Issue needs to be addressed and sent back to Index/Validation I
I= Indexing Queue (allow up to 4 weeks to be processed)
V = Verification Queue - In the verification process
Q = Quality Control Queue for corrections
P = Pending release into the AMHRR
X = Release in progress into the AMHRR
Y= Final stage of release into the AMHRR
Z= In the Soldier's Record D = Deleted Batch

Batch Originator Report
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RESCAN QUEUE
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IMPORTANT!
Check Rescan Queue 

Daily
• It is your responsibility to manage your batches in the 

rescan queue

• Every Tuesday all batches remaining in the queue are
automatically moved to the index/validation queue for
processing
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Why are my documents in the 
Rescan Queue ?

Possible reasons:

• Did not select queue to index/validation in actions drop 
down box

• A batch was started, saved, waiting for additional 
documents to be added, and was never sent to 
index/validation

Remember, the rescan queue is just a holding area
until batch is read

•
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Batch Workflow
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Scan Operator
Uploads

documents into 
iPERMS

Batch goes into the 
Index/Validation queue

Batch marked 
as Board

Board Batches are processed within 3 duty 
daysYes

Batch stays in Index/Validation and is 
assigned to an indexer by First in/First 

Out (FIFO).  Batches are normally 
processed within 30 calendar days

Problems with 
documents in the 

batch

Indexer will queue 
batch to Quality 
Control to have 

problem resolved

yes

Document will be put into Soldiers 
record upon completion of release 

process

Reslolved
Batch processing 

continues to 
AMHRR

no

Document will be put into Soldiers record upon 
completion of release process

Quality Control Personnel will put a statement in the 
comment field about the problem and delete the 

batch.

No

Yes



• You must have the Scan Operator or Field Operator role

• Do not forget the image requirements

• Whenever possible, try to keep your document count between
50-100 per batch

• Do not upload evaluations. Send to the Evaluations Branch
(see slide 7 for instructions)

• Queue to Index/Validation

• Access to iPERMS is for the performance of your official duties and 
the official need to know

Summary
DO NOT scan and upload any documents that contain and/or labeled"Classified" (Secret, 
Top Secret or Confidential) into iPERMS. The iPERMS system is unclassified. Only
unclassified documents are authorized in iPERMS
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E mail: iPERMS Access: usarmy.knox.hrc.mbx.iperms-accounts@mail.mil
Records Support: usarmy.knox.hrc.mbx.iperms-board-support@mail.mil
Record Maintenance and Updates(general inquiries): 
usarmy.knox.hrc.mbx.perms-records@mail.mil

Mail: U.S. Army Human Resources Command
ATTN: AHRC-PDR-R, Dept 420
1600 Spearhead Division Ave.
Ft. Knox, KY 40122

Web Page:

ASRB POCs

Army Soldier Records Branch
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QUESTIONS?
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