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iPERMS Records Manager - Initiate a Review (Reviewer Action)

The iPERMS Records Manager must initiate a review before proceeding with the next steps. Please refer to 
the following slides labeled "iPERMS Records Manager" for detailed instructions on how to complete this 
process.

Financial Documents (Soldier or Reviewer Action)

The Soldier’s most recent end-of-month Leave and Earnings Statement (LES), Unit Commander's financial 
report, unit commander’s pay management report, or a pay memo must be available and reviewed. It is 
essential to ensure that the Soldier’s leave, debts, and pay amounts are current. Please refer to the slides 
labeled "Soldier" for detailed instructions.

Conduct the Review (Soldier and Reviewer Action Required)

The Soldier and the Records Manager will conduct a Record Review, either together or separately, to ensure 
the accuracy of the Soldier’s Army Military Human Resource Record (AMHRR). This review will confirm that all 
authorized documents are properly filed in iPERMS and that Soldiers have the necessary Key Supporting 
Documents (KSDs) for each pay entitlement they are receiving. Please refer to the slides labeled "Conduct the 
Review" for further instructions.

PRR Requirements / Three Step Process
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iPERMS Records Manager - Initiate a Review

The General Announcements page provides important notices, updates, and changes to the system. 
It is important to read the announcements for the most current information pertaining to iPERMS and 
Soldier’s records.

Log into iPERMS
a) Link: https://iperms.hrc.army.mil/
b) Google “iPERMS” select iPERMS RMA
c) Select the Record Review Role

Note: Record’s Review 
error 406 message is 
explained here

https://iperms.hrc.army.mil/
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iPERMS Records Manager - Initiate a Review

Select REVIEWS at the top
a) Lookup Review: Used to lookup previously 

opened Reviews
b) Initiate Review: Used to initiate Reviews
c) List Reviews: Used to pull status of reviews

Select Initiate Review input the 
Soldier’s DODID or SSN and select 
Initiate Review 

Note: If already started “Review 
already exists for 123456789” will 
appear
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Soldier - Conduct the Review

The Announcements tab/page 
provides important notices, 
updates, and changes to the 
system. It is important to read the 
announcements for the most 
current information pertaining to 
iPERMS and Soldier’s records.

Example, the error 406 message 
is explained here

Log into iPERMS
a) Link: https://iperms.hrc.army.mil/
b) Google “iPERMS” select iPERMS RMA

https://iperms.hrc.army.mil/
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Soldier - Conduct the Review

Select the Reviews tab

Select the open action
• Note: If you do not have an initiated review, contact your S-1 for initiation. 
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Soldier - Conduct the Review
Under the Review Details tab, upload a recent LES. The iPERMS Record Manager (RM) will 
receive and email and must validate the LES before the you can move on. You can proceed once 
you see the verified checked.
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Soldier - Conduct the Review

The Audit Snapshot facilitates review of the iPERMS record for audit readiness. The Soldier and 
Records Manager (RM) will evaluate the Soldier’s most recent LES, compare to the Audit 
Snapshot, and determine if a document is required for any pay entitlements the Soldier is 
receiving. NOTE: Not every Soldier will receive all the entitlements or supporting documents 
represented in the Audit Snapshot list; iPERMS does not know what pay the Soldier is 
receiving.

The snapshot view displays an inclusive list of documents, including Key Supporting Documents, 
related to top pay entitlements—whether the Soldier is receiving the entitlement or not. If a 
document from this list is present in the iPERMS record, an effective date will appear. If the 
document is not present in the iPERMS record, NONE appears in the effective date column. If a 
missing document is required, the Soldier must provide to their RM, and the RM must upload.
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Soldier - Conduct the Review

Select the Documents tab

Review each document by clicking 
the document title, document 
name, or effective date hyperlinks 
(award, AWARD DOC, 2019-11-25, 
etc.)

You are also able to leave 
comments on any missing 
documentation.

Answer any Required Documents 
Reviewed dropdowns 

Note: Ensure all docs are YOURS.

Once all documents are reviewed (annotated by a checkmark/date) then you must wait for the records 
reviewer to look through the required documents before moving to next step
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Soldier - Conduct the Review

Once both the Soldier and RM 
verified all documents, you are 
ready to complete the review.

Select Review Details and select the 
“Soldier is Present” button and sign
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Soldier - Conduct the Review

Select Sign Review and answer the pop-up. 

Select Signatures tab

Select radio button & Continue and 
answer the pop-up. 

If you get Error 
message 406 
refer to page 3

Once you see this screen.
Congratulations, you (Soldier) are done!
Your iPERMS Reviewer will finish the rest
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iPERMS Records Manager – Conduct the Review
Select Lookup Review input the Soldier’s DODID or SSN and select Open 
Review 

Note: If the Soldier did not upload their LES or you have not obtained 
Soldier’s end of Month LES, Unit Commanders' Finance report, unit 
commander’s pay management report, or a pay memo; you will not be 
able to move forward.

Either view & verify or 
upload the 
documentation
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iPERMS Records Manager – Conduct the Review

Select the Documents tab

Review each document by clicking 
the document title, document 
name, or effective date hyperlinks

Once all documents are reviewed (annotated by a checkmark/date) then move to next page
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iPERMS Records Manager – Conduct the Review

Select Sign Review and 
answer the pop-up. 

Select Signatures tab

Select Radio button & Continue and 
answer the pop-up. 

Congratulations, the 
review is complete!
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