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How-to Guide — Soldier view your Record
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iPERMS An nouncements Page 20200519

The Announcements page is customized to every Role in iPERMS.

Important notices, updates, and changes to the system will be announced on
this page. It is important to read the announcements for the most current
information pertaining to iPERMS and Soldier’s records.

From the announcements page in the Soldier role, there are five options available:
1. Announcements
2. Documents — view the contents of the record (page 3)
3. Reviews — access the Personnel Record Review (page 8)
4. Help/FAQ — redirects the user to the Army Soldier Records Branch Website (page 13)
5. Preferences (page 14)

Announcements (7) Documents Reviews Help/FAQ Preferences ~

Announcements for Soldier in AV

PLEASE READ:

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

Video Tutorials

For information on record reviews please access the following link - http.
iPERMS YouTube Channel, Record Review Tool Informational videos - http

hrc.army.mil/content/12343
r.youtube.com/playlist?list=PLXTvGB5BfOITAZTBOHPiIWAOUg2LnBZQ1Y

Update your email preferences

Soldiers can update their email preferences to include a civilian email address. This can be helpful for Soldiers whose normal duty day does not include access to a government computer.
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IPERMS

Documents Tab — The Column Headers

The Documents in the Soldier record appear with specific information visible in the document tab under the following column
headers.

“Sol...” is truncated for Soldier Viewed. A check mark will appear next to documents that have been viewed.
The word NEW will appear in this column for any document that has not been viewed.

“View as Original” allows the document to be viewed in the format it was originally uploaded to iPERMS.
“‘Name” - the name of the document.

“Title” - a brief description of the document.

“Effective Date” — the effective date of the document.

“Input Date” — the date the document was processed into the record.

“Pages” — the number of pages in the document.

* iPERMS

Annount

Documents Reviews Help/FAQ Preferences

gsa;ne Sol. View as Original ] name Title Effective Da Input Date Pages
DoD ID P I I v DD 2648 2
DOMAIN/UPC A
Grade/Rank
CMF/MOS = 5
CURORG/ASP Y/ - - 1
Birth Date 19€9-11-16
v 4
IPERMS UID )
Last Login 2020-04-29 [4]» v 2
(2545 logins)
Created 2011-11-09 v 2
Documents 32
v 3
Search Documents
[5I» v 1
Most Recent Document [21» v AWD DER 1
- D B . or 5167 1
> e nance
- SF 31 2
>
[21» v ASSIGN PERM i
i r ) ORE 1
Download v




Documents Tab — Expanding the Document Tree s
=

ent Documents Review Help/FAQ
g Sol.. View as Original (]  Name Title Effective Da.. Input Date  Pages
DOMAIN/UPC S A
Grade /Rank SERVICE MEMBERS
CMF/MOS 7 AT T =
CURORG/ASP Y/ - RTIF 3
Birth Date 1969-11-16
v QU R 4
IPERMS UID
Last Login 2020-04-29 [41» v )A 638/AWD REC RECOMMENDATION FOR AWARD (APPROVALS/DISAPPROVALS 1997-03-10  2000-04-21 2
(2549 logins)
Created 2011-11-09 v RDER SEP EPARATION ORDER 1997-0 y 20 4-21 2
Documents 32
v ICEMEN E 3
Search Documents [[51 = P TR —— T
4 ERT ACHV « TIFICS ACHIEVEMENT/APF ATION/COMMENDATION
l Most Recent Document l 7483 ~ 4 _— — ORDERS ANNOUNCING THE AWARD OF BADGES, BARS, TABS, ETCETERA 1955-0 1996-04-11 1
« [21» v DA 4187 UES 1
> i v SF 312 INF ) 1 4 2
>
% [3]1» v ASSIGN PERM ASSIGNMENT
> v  cITATION JARI 1 E 1
Download v ORD SEP AMD AMEND SEPARATION ORDERS 1954-04-18

Click on the “Most Recent Document” to expand the list of documents in your record.
The button will turn blue and the words will change to “All”. The documents will be listed individually in your record.

Click on the P next to the number in brackets to expand that category of documents.

* ;PERMS

Annour nents ( Documents Reviews Help/FAQ Preference A
:;z" Sol.. View as Original L]  Name Title Effective Da.. Input Date Pages
DoD ID F I I v 2
DOMAIN/UPC A
Grade/Rank ... -
CMF/MOS o o v
CURORG/ASP Y/ - 1
Birth Date 1969-11-16
v 4
| IPERMS UID
Last Login 2020-04-29 v 2
(2549 logins)
Created 2011-11-09 v 2
Documents 32
v 3z
Search Documents
v 1
= ) « x
N erformance
v 1
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iPERMS

Documents Tab — Sorting the Columns

Click on a Column Header to sort the documents in your record either ascending or descending order.

The first time the column header is clicked, the documents will be sorted in ascending order. Clicking a second time on the
same column header will switch the sort to descending order.
I

* iPERMS

Announcements (7) Documents Reviews Help/FAQ Preferences
g;:‘ne Sol View as Original o Title Effective Da Input Date Pages
Do XD I I | v ASSIGN PER ASSIGNMENT - PERMANENT 1994-08-08 2000-04-21 1
DOMAIN/UPC A
Grade/Rank v M e T 2 5 : z
CMF/MOS -/- < er 19 1 1
‘I CURORG/ASP Y/ - .
Birth Date 1969-11-16 v.
| IPERMS UID v 'R .
' Last Login 2020-04-29
(2550 logins) v $
Created 2011-11-09
Documents 32 v CERT ACHV CERIFICATE OF .
| Search Documan ts v CERT ACH E 1
\ v C 1
®~
v s 3
v CERT E 1

* iPERMS P&
Hl":
Announcements (7 Documents Reviews Help/FAQ Preferences
g;:‘e Sel View as Original L Name | Title Effective Da Input Date Pages
== Pl - 3
DOMAIN/UPC A
Grade/Rank v \ES 2
CMF/MOS -7- IE
CURORG/ASP Y/ - 2
Birth Date 1969-11-16 v 2
IPERMS UID [ v 2
Last Login 2020-04-29
(2550 legins) v 1
Created 2011-11-09
Documents 32 v DD 4 PACKET 19
v ¢ 2

Search Documents
. All v DD 2366 VETER TON ASSISTAN 199 15 1995-11-30
'm v DD 214 CERTIFICATE OF RELEASE OR DISCHARGE FROM ACTIVE DUTY 1997-04+( 20 4-21 b

r
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iPERMS

Documents Tab — Viewing Signatures

Some documents have to be viewed as originals to see all content due to the limitations of the IPERMS viewer. Documents
with digital signatures, such as DD Form 93s and some evaluations, will appear without content or without a signature when
viewed in the iPERMS viewer.

Click on the check box next to “View as Original” and an icon will appear next to each document name.
Click on the icon next to the document name in order to view any document in the original format that it was received.

r| e
*| ;PERMS
(il
Announcements (7 Documents Reviews Help/FAQ Preferences
g;:‘e Sol I View as Original Ml name { Title Effective Da Input Date Pages
e Pl : E— ,
DOMAIN/UPC v OF EXTENSION OF ENLISTMEN 1994-04-0° 1995-11-30 1 A
Grade/Rank
CMF/MOS -/- v
I CURORG/ASP Y/ -
| Birth Date 1969-11-16 v 1
i IPERMS UID t v OF 1
| Last Login 2020-04-29
l (2550 logins) v 5
Created 2011-11-09
Documents 32 v 1
Search Documents v 1
o~ v 1
v 1
g
> Performance v OR 1

Follow the prompts if a pop-up appears on the screen.

6|Page



Documents Tab — Searching for Documents

Search the record for specific documents by typing in the “Search Documents” box on the left hand side of the record.
The search criteria can be text to search by name and title or a date to search for the effective date or input date.

* IPERMS

Documents

Name
SSN
DoD 1D
DOMAIN/UPC
Grade/Rank
CMF/MOS ot s
CURORG/ASP Y/ -
Birth Date 1969-11-16
IPERMS UID
Last Login 2020-04-29 [4]»
(2549 logins)
Created 2011-11-09
Documents 32
Search Documents I
[ (sl»
Most Recent Document [2)»

- D

Sol

v

View as Original [ Name Title Effective Da.. Input Date Pages

As text or a date is entered into the box, the document tree automatically filters to the documents in the record that match the
search criteria.

Announcements (7

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

IPERMS UID
Last Login

Created
Documents

* iPERMS

Documents

af=
Y/ -
1369-11-1¢6

2020-04-29
(2551 logins)
2011-11-0%
32

l DA 638

®

Title Effective Da Input Date Pages
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IPERMS

Reviews Tab — Opening the Review

This is the area used to access, review and check documents as part of the Personnel Record Review.

1. To complete the Personnel Records Review independently, Select the “Reviews” tab

2. If arecord review has been initiated by your Record Manager there will be an option to “Open” the review.

* iPERMS

n Docum p/FA Preferences
Type Status Due Date
]
PERSONNEL RECORDS REVIEW IN-PROGRESS 2019-07-28 é v

If the review has not been initiated, the “Open” option will not be available.
Contact your Record Manager (S1/Unit Administrator) to have a review initiated.

20200519
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iPERMS

Reviews Tab — Explaining the Record Brief and LES ...

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.

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.

J Records Review  Title. ° i o I
*) Assignment/Deployment l
l ] 9 SRy ENLISTED RECORD BRIEF
i RANK - DOR PGS SSN COMPONENT
ervice Data 218 ¢ REGULAR
I s o I src
—
m In SECTION Il = Security Data SECTION lll -~ Service Data ECTION IV — Personal/Family Data
N . 0S/De| nt Combat Du 51 Status_S6CAET Fid Det PS Stal_nowe ASO_ 19800007 |PEBD 1990057 | BESO 19800307 76 of Bt Tihgloce AZ
I __) Personal Data I s 132::‘;',. g M'y verrrlan o2 QS inves WY (T TS 20180001 [CEnS 19e91zzz [ Reeni Elgrrond 10 BEe dery of iz US [Feitace
- 5570412 2RROT = Tah E ) S tevest Corpl 20081003 Dic TAGCN B seescara 5o Eig 0 :onuuw.—
*1 Education 19970625 20000677 ax o7 |v [0 BeE {21 SECTION V - Foreign Langu (74 P2 PFC SPC - CPL it/ Chid on (Rt on
L) Educat: s 19940219 19960216 ws |2 |+ |s [l [0 —~ = — o8 12 BAST CH OTHER
199012021991 6620 2 |* |1 |c [R]s o | —2=% — 357 EET) 3FC 5156, -
A 19900312-19920624 om |20 |y |C = Tlatos Froo e Drvpisoe on
- - TOT 1 DoR | wwsoonor | veesomot 20089101 MARRED s
I (L) Awards and Decorations I 1 TR ) — OCRE™S [ Woght
q e o — SECTION Vil_~ CIVILIAN Education on vzt
- . E el Compieted 3 YR GOLL vr erd Spomson
l ") Pay Entitlements l Month - Days | 25 We 23 Days —ms—m_ "» L . scce FI4P Ot pCerd Sponsored o
P et Sapenden's Anived OF TE B :  ge—— —— —
. “‘:"f ] {-"0 =L a%%{wmm:&m T ey DEFENSE FINANCE AND ACCOUNTING SERVICE MILITARY LEAVE
A S o — et = Number Of Somaster Houwrs Compieted ) D [V s et SO REC O GRADE | PAY DATE [ YRS SVC ES
m nsg Enitst Eig Dt SR LOR CRS (3LC) Technical Certification s ET 19000307] 28 20160331
A —— T oRILL scHooL Eoarse Name [oiCenmes]or Expues [ENTITLEMENTS | N ALLOTV|
e Proraton Poinks VRO R OBOOORTR ik .
| BT [ Prom Select O BASIC INSTRUCTOR TNG Voo £mount | Type Amoant | Type
Brorroton MOS SAPPER LEADER COURS T JFISE PAY Toe 1 RICARE CENTAL
" T 2 y g fas 242 60fF) BANK ACCT ALLOT
[Leo JFOC0_Tier | e tpe e ™ 1836.00 150
[Coums [reo ] CoweAT LFE SAVERS cRS § Bow 200004 ik
MAINT WARSOOR (EADER CRs 3 L)
M:, ’;-S_nhn&u\ﬂ PAO CNTRY THODERMANY F T b Xl
L (Y] G IMID-MONTH-PAY 265389
Fug Code Fiag Stan O] Fiag Expration OF =
1
BMO 2000001 YDA FORM 3585-R(M16)30 J
= K
e e “3508c: SECTION IX ~ Assignment Information "
RIS | FROW (L0 TROANIZATION STATION T [ N
J o
Corrort p0091214]  WKET01 |010004INHHC BCT FT CARSON us |rc PERATIONS SERGEANT 21840 |00 E
151 Provi 123} JKGCO |010004INENG CO, MBCT FT CARSON us |Fc TRENG 21840 [00 | ¥y
2t Prov 20091103 IKGCO [010004INENG CO. MBCT FT CARSON US |FC  [PLATOON SERGEANT 21840 |00
3% Prov, s| o co FT CARSON us |rc PERATIONS SERGEANT 21840 |3
4an Prov 209 6 IWAYTAA |040002INHHC BCT FT LEWIS JUS_IFC ISR ENGINEER NCO 21250 00 vy
OTAL | 7636100 3936 0
Vi a.r] Eend Used Cral JETSEa [Lvlost [LvPard | Usellose ED Wage Peeiod
62,0 7.5 2 €76 | 0 K .0 7.5 [TAXES 5365.69
Wage Percd | Sce Wage YID | 50c Tax (1D | Med fiage YID | MedTax 110 [STATE | & | g
AXES 564810 €7777.20 | 420219 | €7777.20 98277 [TAXES | TX |
PAY EAZType | BAU Depn |VHAZp | Rent Amt Share St JFIR - [Depns | 4
WIDEP sp_ | 80525 .00 1 R 0
- L | HasePayRate | Base Pay Cument Spec Pay Rate Spec Fay Current Inc Pay Rate
PLAN (TSP) 3 .00 0 .00 0
B350 Pay Rate B350 Pay Cument Spoc Pay Raw Spec Fay Current Inc Pay Rate
ROTH PLAN 0 00 ° 00 0
VTD Deduchons Y10 5P Deterred
TOTALS 338992 3388.92
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""" Reviews Tab — Attaching the LES and Record Brief ...

3. Upload Record Brief and end of month LES. The Record Manager must verify the attachments before the
Soldier can sign the review. The Soldier will need to notify the Record Manager that the attachments are
available for verification.

The Record Brief and LES/Memo must be saved locally as .pdf documents before being uploaded by the
Soldier or the Record Manager

1. Click on the Select
button to open the
Choose File to Upload
dialogue box and select
the desired _pdf file.

Users can also drag and
drop the file for upload
by dragging the file over
the Select button until
the Select button is
highlighted white and
then releasing the
mouse button.

2. Once the user has
selected the appropriate
_pdf document, click

on the Upload

button.

D : 2
147.30 ¥ .

LES/Memo:
(view)

SR
(Required)

Record Review Tool 3
LAST NANIE FILST NAME MIDOLE NAML
“S¥

+ Qotain » coo ofthe mest recent Recerd Bref (EREJORIVSRE) aed LES/Memo and upiead to s peview bebow,
Vet

+ Dowriaad 3 copy of the “How To© ppartng i3
* The Selfiars Racard B and Lowv and Exrings repedts Vs review. € of the recend
bt 3 et format 55 they

Is correct and that all source decuments

2. The purpase ord Brie!
mhlnhmmmmmm‘lm—)nm—--u weruring Seldies haw the

Iaments I PERMS

. nmmnvuunm

« Tt iow conact & ¢ S, ond 03 the Wow e gakde.
* Soker and hacord Mrwonr [RH) wfroviem sk secton ofthe Record Ot follaring the inictionsin the Wow T ride: Creurs deta

s coroct
-.u-q

-kclv-ll T the APFE.

Fsted a0 the Lz

Stuation wil o Gflerast.

« Seers Matrte for 3 specifc enctl
Forexarwle, nrmmbcm«-uﬂl-umnumb-mmulnuoovanﬂnmoovu‘)m--n-nua(

yum, mm« M8 ko vy K0 i spactc ducucions. Cadecroms or S0 of e 3 st of LY (e 19) mat
have K50 In the racord. Artioe LSz for -4 3rd below Wil 1ot Be present In IFERNS nd conrot Be valldatsd By the RM. Persans!
A sts G 03 et 10 hvw‘u

= AR e rmta Yo o WA agion 1 8 D M e T At st Vi el O AR Goc N (U B
[

g Do reden Wove beun uplewied, Rote 1

aities
In the permanartly missieg dccumants soction of tho roview,

filo t Upload

L105C)

3. When the documents have
been uploaded successfully by
the Soldier, he/she will see the
message “Needs Validation”. The
review cannot be signed until the
Record Manager has verified the
LES and Record Brief.

Record Managers must click
“View” and look at each document
and then the system will
automatically check the “Verified”
box.

Select

4. Once the documents have been
verified by the Record Manager, the
Soldier cannot delete them or upload new
ones. If they need to be replaced, the
Record Manager will have to complete the
deletion and upload of new documents.

5. If the documents are uploaded by the
Record Manager, the verified box is
automatically checked. Clicking on the
check box will remove the check from the
verified box. The Record Manager will
have to view each document in order for
the verified box to be checked again.

View | Delate

Visw | Delata

An RM must viewr both the Record Brief and
LES before verifying them

5. Once the Soldier has signed the
Record Review, the Record
Manager cannot replace the
Record Brief and LES.
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iPERMS

Reviews Tab — Documents

4. Click on the “Documents” Tab on top of page and review that all documents that support the entries on the
record brief are included in the documents tab.

The Record Manager may have the Soldier look at documents not in the list of documents to be reviewed,
such as evaluations.

Record Review Tool B3 o x
. Document  Document tHective  Seldver WM meviewar Document
" v Date Reviewed Verified Comments

5. The Soldier must check “Show # previously reviewed documents” before starting the review. If the “Show #
previously reviewed documents” is not checked, it is not possible to ensure data accuracy on the Record Brief
and verify that all Key Supporting Documents for pay entitlements are in the record.

The Key Supporting Documents can be accessed at this link:
reviewed documents

https://www.hrc.army.mil/asset/16487 —
Soldier/Reviewer Comments

Soldier

The Required Documents List can be accessed at this link:
https://www.hrc.army.mil/asset/14900

Missing Documents
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iPERMS

Reviews Tab — Comments

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.

Per MILPER 20-107, if there are no changes (other than unit) to the Soldier’s DD93 the Soldier must state:
“‘NO DD Form 93 CHANGE” in the Soldier comments section.

The Soldier can also use this area as notes for follow on actions such as “gather award and change of duty
station orders to S1 for upload to iPERMS.”

Once the Soldier has reviewed every document, made any necessary comments, and listed any missing
documents, the Soldier can then sign the Record Review.

If the Soldier is unable to sign the review, the yellow box on the signature panel will provide information on the
specific issues that need to be addressed before the review can be signed.

Soldier Signature

The following must be complete before Soldier Signing:

1. Reviewer must upload or validate a Record Brief and LES
for this review.

¢ All documents must be Reviewed by the Soldier

¢ Review Comments should be provided as necessary
* Record Manager must not indicate "Soldier Unavailable”
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Help/FAQ Tab

Clicking “Help/FAQ” opens the Army Soldier Records Branch Website

* iPERMS

HRC
United States Army Human Resources Command
"Soldiers First!"

ASKHRC MILPER

== For COVID-19 PCS/TDY Travel Questions, Soldiers can contact HRC's 24/7 Army Service
Center at 1-800-582-5552 or click here for HRC's FAQ.

COVID19 Voluntary Recall Survey Organization Report to HRC Tools and Apps Visit HRC Web Redesign Survey

Army Soldier Records Branch - ASRB Article Menu

May 4, 2020 af Rate This Page & Add fo My Links
Mission
EXecuta a comg ang Soidler racords managament program utiizing the Interactiva Personnel Electronic Records Management System (IPERMS) and the

Department of the Army Photo Management Information System (DAPMIS). Adhere to applicable laws, DoD issuances and regulafions in support of human resource life cycle management

= Branch Main Page (iPERMS

ormafion and/or data related to a Soldiers’ career thai is resident in syslems of records and authoritabve sources with

Integrate the Army Military Human Resource Record fo caplure and relam
respect fo time in service

Safeguard mformation collected which permanently documents the Soldiers’ career. This information is refained to comply with legal requirements, meel the needs of the Army validale velerans’
service for benefits and support historical preservation for eventual transfer to the National Archives Records Administration

Soldier Self Service

ebsrte (CAC Logon Only)
I [CAC, AKO, and DS Logon)

Board Correction Form Email th
usamy.knox_hre mbx ipem 0 ori@mail mi
(Cnly corrections to documents In the Performance folder)

S1 UA and HR Professionals Service

AMHRR Required Documents
Key Supporting Document:

S1UA

rd Informatio
ance

How 10 Crt

How in Create a Nace in the Ainthodze

lonals Information

roblem Case In the Record Review

Veteran and Retiree Self Service

/eteran and Retree - Access Your Record (Information
web page)

M rd Portal (AKO and DS Logon Premium Access
account)

Standard Form 180

DAPMIS

DAPMIS {CAC Logon




IPERMS

Preferences Tab

Soldiers can provide an alternate email address to receive iPERMS notifications. The default email address is the
Soldier’s enterprise email account.

Soldiers can select the notification preference for each event listed.

uments Reviews Help/FAQ Preferences

Alternate E-Mail Address
Please enter the E-Mail address you would like iPERMS to use when sending alerts. If you do not supply an alternate E-Mail address iPERMS will use your default address, which is  First.last mil@mail mil . Click Reset to clear
alternate E-Mail address and use default address.

|-._-r|ter alternate E-Mail address

Save Reset

Motification Events

¥ V| Metify me when a new document is added to my Army Military Human Resource Record (AMHRR).

|¥ %|  Motify me when I create a batch.

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

’\"_V, Motify me when a batch I created gets sent back to me due to scanning problems.
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