
CRM

Customer Relationship 
Management 
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HOW TO CREATE A CRM
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CREATE A CRM

• Click on the Case Management
Application

• Click on Member 360 View
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CREATE A CRM

• Enter Soldier’s Last Name, First
Name

• Click Search Button

• Once the SM’s name appears,
click on their name
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CREATE A CRM

• Click the drop-down in the
“Actions” filed (Top right)

• Select “Add IPPS-A Help Center
Case”

• Click Go
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SUBMITTING PACKETS TO G-1 OPB
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See “Naming 
Convention” Spread 

Sheet, “CRM” Tab

Leave Blank

Do not 
assign to 
anyone.

MAJ JOHN SMITH
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ADD DOCUMENT

• Click “Notes” Tab

• Do not add documents
to the initial email.

• Click “Add Note”

• Then scroll down the
page

Figure 7-1 GAARNG G-1/HR Actions Branch OPB, 1 October 2024



• Type in the
subject
“Documents”

Name

Click drop down and 
select “Documentation”

Click to add 
documents
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• Document
appears in
attachments
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• Scroll to the top
of page

• See “Documents”
attachment in
summary

• Save Case

Do not add documents to the initial email. 
You will not be able to delete documents if 

you need to make corrections.Figure 7-1 GAARNG G-1/HR Actions Branch OPB, 1 October 2024
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