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G 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.

J
S

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.

J
S

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.

Conduct the Review (Soldier and Reviewer Action Required)

Deployable Soldiers Ready Families



IPERMS Records Manager - Initiate a Review

Log into iPERMS

a) Link: https://iperms.hrc.army.mil/

b) Google “IPERMS” select iPERMS RMA
c) Selectthe Record Review Role
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The General Announcements page provides important notices, updates, and changes to the system.
Itis important to read the announcements for the most current information pertaining to iPERMS and

Soldier’s records.

Y .

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

% iPERMS

General Announcements

Record Review Error 406

To correct this error:

1. Clear Browser Cache (Instructions for MS Edge)

-(Go into Settings, select Privacy, Search and Services)

Go to Delete browsing data then Click "Choose What to Clear" and select "Clear Now. Next, go to Clear browsing data for Internet Explorer, select "Choose What to clear,
then select delete.

2. Exit the browser (this will remove old information)

3. Re-enter the browser, access iPERMS and complete the Record Review

RRT Error Msg: A Document Result was Returned Without Document Content

This is a known issue. To correct this issue please follow the below steps:

1. Cancel the review
2. Clear your cache
3. Initiate a new review

How to Cancel a review:

1 LogintoiPERMS

2. Under the review tab select “List Reviews”
3. Input the Soldier identifier (DoDID, SSN, Name) or You can search by (Reviewer, DoD ID#s, Review Status’, or name)

Deployable Soldiers Ready Families



https://iperms.hrc.army.mil/

IPERMS Records Manager - Initiate a Review i

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

Reviews

Lookup Review
Initiate Review

List Reviews

Reports

, go to Clear browsing data for Internet Explorer, select "Choose What to clear,

GEORGIA

*

RECORDS - | REVIEWS - | REPORTS - | I3 ‘ & ‘
| |

REVIEWS ~

Reviews

Initiate/Cancel Record Review
Select Initiate Review input the Fields marked with an asterisk (-) are required.
Soldier’s DODID or SSN and select T T S e
Initiate Review cansic 123466789
Note: If already started “Review Enal Addrosses:
already exists for 123456789” will | emaitee
appear |

Reports

w
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Soldier - Conduct the Review SEY

*

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

The Announcements tab/page q

IS for Soldier in GA

Preferences Domain Contact Information

Documents Reviews Audit Snapshot Help/FAQ

provides important notices, iPERMS Support:

u p d ate S , a n d C h a n ge S to t h e Army National Guard Soldiers: Contact your State iIPERMS Domain Manager or HR Specialist.

National Guard G1 Contacts: https:. w.hrc.army.mil/asset/16988

Syste m . It iS i m p O rta n t to re a d th e E::?z’:lfsﬁg:gi?:msues relating to the content of your OMPF/AMHRR

https:/fwww.hrc.armymil/content/18426

announcements for the most
C u rre nt i nfo rm ati O n p e rta i n i n g to :UrTe;::I:.caI:ES\.s;an;e D\e:jse ca:i:@f) i@ﬁ-(ﬂl? or email: usarmy.knox.hrc.mesg.iperms-technical-help-desk@army.mil
i P E R M S a n d So ld i e r’S reCO rd S . https://www.milsuite.mil/book/community/spaces/apf/sinet/iperms.

ARMY REGULATION AR 600-8-104 (Official Publication)
Go to http:Ywww.apd.army.mil/Search/ePubsSearch/ePubsSearchForm.aspx?x=AR

Updating your Army Military Human Resource Record (AMHRR) notification events.

Members can update their notification events within the "preferences” tab after logging in to their record iniPERMS. It is highly recommended to turn on "notify me when a document is added to my recof
john.doe.mil@mail.mil will need to be updated to john.doe.mil@army.mil. The text notification process is scheduled for a future release.

Example, the error 406 message

The AMHRR Required Documents List (RDL) has replaced the manual RDL PDF on the HRC website. This AMHRR RDL is a live document updated in accordance with law, regulation, and policy (LRP) dri
Information Enterprise (AIE), Academy Management System (AMS) and total force policy changes occur. Please continue to monitor changes until the MILPER Message is released to communicate thed

https://iperms.hrcarmy.mil/svc/public-download/ASRBDocuments pdf

Record Review Error 406

To correct this error.

1 Clear Browser Cache (Instructions for MS Edge)

-(Go into Settings, select Privacy, Search and Services)

Go to Delete browsing data then Click “Choose What to Clear” and select "Clear Mow. Next, go to Clear browsing data for Internet Explorer, select "Choose What to clear, then select delete.

Deployable Soldiers ¥ Ready Families
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Soldier - Conduct the Review SEY
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Help/FAQ Preferences Domain Contact Information

Announcements (13) Documen: dit Snapshot

Type Status Due Date Action

PERSOMMEL RECORDS REVIEW IN-PROGRESS 2024-11-27 Open

- Completed Record Reviews are visible in your record
- Please contact your Record Manager with any questions regarding sc ing and initiation of Reviews

View the Soldier Record Review Tool(RRT) Tutorial

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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q-a Soldier - Conduct the Review A
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Under the Review Details tab, upload arecent 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.

RN
PERSONNEL RECORDS REVIEW Eisiscciid

Soldier N
1. Prior to starting the review: cldier Name|

a. Obtain a copy of the most recent Leave and Earnings Statement (LES)/Memo and other applicable source dacumen’ Soldier DoD IDE:

b. The LES/Memo is required to be uploaded to this review. Ensure a copy of the LES (and applicable source documents) 8 saved to the hard drive in pdf format so it can Review Type:PERSONNEL RECORDS
be attached to the review. REVIEW

c. Review the Key Supporting Document (KSD) matrix, which can be found on the Army Soldier Records Branch (ASRB) websif§at Army Soldier Records Branch - ASRB. Due:2025-10-22
KSDs can also be found within the Army Military Human Resources Record (AMHRR) Required Documents List (RDL) and annRgted with 2 with “¥" in the KSD column. Review Status:IN-PROGRESS
The RDL can be downloaded at https://iperms.hre.armymil‘sve/public-download/ASRBDocuments.pdf or can be viewed on the INgeractive Personnel Records Last Completed:2024-10-22
Management System (iIPERMS) website at https://iperms.hre.army.mil/logind Additional

2. The purpose of conducting a Record Review is to ensure that the Soldlar‘s Army Military Human Resource Record (AMHRR) is accurate, thig Email:
a. This review cannot be executed without the most recent Record Brief, LES, and the KSD/Entitlement Matrix, and the ‘How To' guide.

b. Soldiers and RMs will use the KSD list to validate that each entitlement listed on the LES has the appropriate substantiating documents in IPERN
other documents in the AMHRR.

3. Any documents found to be temporarily missing as part of this review must be web uploaded to IPERMS for filing in the AMHRR prior to signing the review. Once t
missing documents

m urce that producec : rmanently missing

View | Delete

If the Soldier is physically
present, click here to enable
Soldier editing

LES/Memo:

Soldier is Present

—

An RM must view all supporting An RM must view all supporting
documents before verifying them daocuments before verifying them
LLES/Memo:

Required

Deployable Soldiers e Ready Families
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Record Review Tool 0o x
PERSONNEL RECORDS REVIEW Review Details |WCTL 0020 Documents  Signatures

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 &
document is reguired for any pay entitlements the Soldier is receiving. NOTE: Not every Soldier will receive all the entitliements or supporting documents represented in the Audit Snapshot list; iIPERMS does not know
what pay the Soldier is receiving. The snapshot view displays an inclusive list of documents, including Key Supporting Documents (KSD), 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 iIPERMS record, MOME appears in the effective date column. Ifa
missing document is required, the Soldier must provide to their RM, and the RM must upload.

'

Documents

L L ]
Family Documents Base Pay Supporting Documents | BAH Supporting Documents | Family Separation Allowance Supporting

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 SEY

*

Rocord Reviow Rool Select the Documents tab

Hslrsomemooords Review Document _ oldie Required Documents
Reviewed

Review each document by clicking
the document title, document
NGB 23A ARMY NATIONAL GUARD ANNUAL 2024-03- 202410- v . .
SHTR 2 = name, or effective date hyperlinks

PROMOT.. PROMOTION TO CHIEF WARRANT 2024-10 2024-10-
TOCW3  OFFICER3 03 19 : (awa rd, AWARD DOC, 2019-11-25,

PERSREC PERSONMEL RECORDS REVIEW 202311~ 202410-

Show 228 previously v )
reviewed documents REV 28 19 e t C .

t SGLV SERVICEMEMBER'S GROUP LIFE 2023-03 2024-10- v SGLV 8286 Acc..
ki Educa 8288 INSURANCE (SGLI) ELECTION o1 19
K Pay Entitlements

ki Historical Reviews

DA 5960 AUTHTO START. STOP. CHANGE BAQG  2023-10 2024-10-
AND OR VHA o1 19

CERT BIRTH CERTIFICATE / ADOPTION 1989-04- 202410- v YO u are a l sOoa b le to le ave

BIRTH RECORD/ PROOF OF BIRTH 25 19

LB oA comments on any missing

CRSCMPL COURSE COMPLETION CERTIFICATE 202312 202440- . .
40 40 OR MORE HOURS o1 19 documentatlon,
v

DD 83 RECORD OF EMERGENCY DATA 2023-05- 202410- v DD 93 Accurate
12 19

Soldier/Reviewer Comment Answer any Required Documents
R Reviewed dropdowns

Permanently Missing _ Temporarily M L]
| ently missing document is defined as a document that cannot be found and uploaded to iIPERMS lr_r"lp ral |I:r i 3 document fined as documents the Soldi
AY'S e and uploaded to iPERMS w

Note: Ensure all docs are YOURS.

Once alldocuments 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

Record Review Tool

Once both the Soldier and RM
verified all documents, you are

L Personal Data

PERSQMELRECDRDS REVIEW, Review Detalls  Audit Snapshot Signatures

jl Personnel Records Review

GEORGIA

ARMY

NATIONAL

GUARD

Soldier RM

Verified
2024-10-22

Document  Document Effective  Soldier Required Documents.
Name Title. Reviewed Reviewed

2024-10-
22

SGLV 82886 Acc...

LIFE INSURANGE (SGLT)
ELECTION

oL

ready to complete the review.

Show 235 previously
reviewed documents

Soldier/Reviewer Comment

Missing Documents

Permanently Missing

A permanently missing
IPERMS within 60 days.

document

PERSREC PERSONNELRECORDS OO mmttidide. - 2024-10-22

REV REVIEW 22 22

DD 93 RECORD OF EMERGENCY DATA ~ 2023-05- ' 2024-10- + | | DD93 Accurate ’ 2024-10-22
12 22

Temporarily Missing

Temporarily missing

s defined as a doct documents al efined as documents the Soldier or unit

fram the o

be found and uploaded to r s in their possession, o

that can be retriev

rig

. .
AR oo - Select Review Details and select the
PERSONNEL RECORDS REVII Audit Snapshot Documents. Signatures. -

L rFrior W starung me review: {3 H H » H

a

a.0btain a copy of the most recent Leave and Earnings Statement (LES). el other source Soldier DoD IDf m O I e r I S re S e n t U tt O n a n S I g n
b. The LES/Memo is required to be uploaded to this review. Ensure a copy of the LES (and applicable source documents) are saved to the hard drive in .pdf Review Type:PERSONNEL RECORDS

format so it can be attached to the review. REVIEW
c. Review the Key Supporting Document (KSD) matrix, which can be found on the Army Soldier Records Branch (ASRB) website at Army Soldier Records Due2025-10-22

Branch - ASRB. KSDs can also be found within the Army Military Human Resources Record (AMHRR) Required Documents List (RDL) and annotated witha | Review StatusIN-PROGRESS

with “¥” in the KSD column. The RDL can be downloaded at https:/iperms hre.army.mil/sve/ publi pdf or can be viewedonthe | Last Ce 2024-10-22

Interactive Personnel Records Management System (IPERMS) website at hitps://iperms.hre.armymil/logink Additional Email

2 The

Record Review is to.

purpose that dier’s Army Military Human Resource Record (AMHRR) is accurate, that all authorized
documents are filed in IPERMS and to Idiers h. h d Key (KSDs) in their record for each pay entitlement they are
receiving.

a. This review cannot be executed without the most recent Record Brief, LES, and the KSD/Entitlement Matrix, and the How To' guide.

b. Soldiers and RMs will use the KSD list to validate that each entitiement listed on the LES has the appropriate substantiating documents in IPERMS and the
RDL for all other documents in the AMHRR.

. Soldiers may not have every substantiating document on the KSD matrix for a specific entitlement. Each situation will be different. For example, contracts for
Officers will be a DA Form 71 and contracts for enlisted Soldiers will be a DD Form 4, DD Form 4 1/2 and DD Form 4-3. There are also specific contracts for
Medical Officers.

d. Soldiers/ RMs will also verify KSDs for specific i for (Ser Group Life L) or as a result of Uniform Code of
Military Justice (UCMJ) actions (Article 15) must have KSDs in the record. Article 15s for E-4s and below will not be present in IPERMS and cannot be
validated by the RM.

3. Any documents found to be temporarily missing as part of this review must be web uploaded to IPERMS for filing in the AMHRR prior to signing the review. Once
they have been upioaded, RMs must remove them from the temporarily missing documents block

4. If a document cannot be found by the Soldier or from the source that preduced the document within 60 days, the RM will list the document in the permanently
missing documents section of the review.

If the Soldier is physically
present, click here to enable
Soldler editing

Deployable Soldiers
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Soldier - Conduct the Review SEY
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Z:gg:;s;% Review Details Audit Snapshot Docu SeleCt Signatu res tab

Completion Date: Soldier Unavailable:
Review Method INDEPENDENT
Soldier Signature Missing Documents Confirmation
- .
Select Sign Review and answer the pop-up.
All comments made in this review will be recorded and a copy filed in your Al associated with this review?
Please ensure all comments are professional and relevant to this review and
record 1f there are no temporarily missing document(s) this
review is considered complete. You must sign with
your Common Access Card (CAC) credentials for

this review to be added to your personnel record.

Document Viewer

- 1 agree to use my credentials to digital sign this document -

BEs QQoQ HLIH o kM () Oa

Select radio button & Continue and
answer the pOp-LIp. Agree to Sign

\ I agree to digitally sign this record review document
”yOU get Error with my login credentials
message 406 This document represents a Record Review g

included during this specific records review a
the Soldier and the Record Manager, and a ¢f
AR 600-8-104.

refer to page 3

Record Review Tool

PERSONNEL RECORDS REVIEW| Review Details Audit Snapshot Documents
Completion Date: Soldier Unavailable:

Review Method: INDEPENDENT

Soldier Signature

The Soldier portion of the review is complete. The review is waiting for the Record Manager to complete and sign. O n C e yo u S e e t h i S S C re e n .
}?— < Congratulations, you (Soldier) are done!
Sttt Your iPERMS Reviewer will finish the rest

Deployable Soldiers Ready Families
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Select Lookup Review input the Soldier’s DODID or SSN and select Open
Review

£ i Note: If the Soldier did not upload their LES or you have not obtained

| I i Soldier’s end of Month LES, Unit Commanders' Finance report, unit

Reports commander’s pay management report, or a pay memo; you will not be
able to move forward.

Either view & verify or [ RecodReviewTeol

u p lo a d th e PERSOMNNEL RECORDS REVIEW) | Audit Snapshot Documents Signatures
RECORDS REVIEW GUIDANCE

documentation L Prior o strting the review: _ _ Ao MIMHDihin

a. Obtain a copy of the most recent Leave and Earnings Statement (LES)/Memo and other applicable source documents. Review Type FERSONNEL RECORDS

b. The LES/Mema is required to be uploaded to this review. Ensure a copy of the LES (and applicable source documents) are saved to

the hard drive in .pdf format so it can be attached to the review. Due.zm-ms-ag

¢. Review the Key Supporting Document (KSD) matrix, which can be found on the Army Soldier Records Branch (ASRB) website at Review Status:OVERDUE/IN-PROGRESS
Army Soldier Records Branch - ASRB. KSDs can also be found within the Army Military Human Resources Record (AMHRR) Last Completed:2016-06-28
Required Documents List (RDL) and annotated with a with “Y” in the KSD column. The RDL can be downloaded at Additional Email
https://iperms.hre.army.mil/sve/public-download /ASRBDocuments. pdf or can be viewed on the Interactive Personnel Records
Management System (iPERMS) website at https:/fiperms.hrc.army.mil/login/.

2. The purpose of conducting a Record Review is to ensure that the Soldier’s Army Military Human Resource Record (AMHRR) is
accurate, that all authorized documents are filed in IPERMS and to ensure Soldiers have the required Key Supporting Documents (KSDs)
in their record for each pay entitlement they are receiving.
a. This review cannot be executed without the most recent Record Brief, LES, and the KSD/Entitlement Matrix, and the ‘How To'
guide.
b. Soldiers and RMs will use the KSD list to validate that each entitlement listed on the
documents in iPERMS and the RDL for all other documents in the AMHRR.
c. Soldiers may not have every substantiating document on the KSD matrix for a specifi
For example, contracts for Officers will be a DA Form 71 and contracts for enlisted So
DD Form 4-3. There are also specific contracts for Medical Officers.

Is soldier required to have a DA 59607
NO

m Is soldier required to have a DA 59607

d. Soldiers/ RMs will also verify KSDs for specific deductions. Deductions for (Servicem . NO
result of Uniform Code of Military Justice (UCMJ) actions (Article 15) must have KSDs i s
will not be present in iPERMS and cannot be validated by the RM.

LES/Memo:

LES/Memo:
3. Any documents found to be temporarily missing as part of this review must be web uplog An RM must view all supporting r
to signing the review. Once they have been uploaded, RMs must remove them from the tem documents before verifying them m

4. If a document cannot be found by the Soldier or from the source that produced the docy Verified Required
document in the permanently missing documents section of the review.

Deployable Soldiers Ready Families
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Select the Documents tab WM

Document = ndll mﬁm : wm.d Comments
Review each document by clicking B (g M e
t h e d O C u m e n t t i t le , d O C u m e n t zics REC ;E:IS;;:NELRECORDS Zzza—m 32:;115- ¥ 20241022
n a m e’ O r effe Ctive d ate hyp e rli n kS DD 93 RECORD OF EMERGENCY DATA f;nzsrmﬁr zzzamr v v 2024.10-22

Show 235 previously
reviewed documents

Soldier/Reviewer Comment

Missing Documents
/ Missing

Once alldocuments are reviewed (annotated by a checkmark/date) then move to next page

Deployable Soldiers Ready Families




Record Review Tool

PERSONNEL RECORDS REVIEwm Review Details Audit Snapshot

Completion Date: Soldier Unavailable:
Review Method:INDEPENDENT

Documg

GEORGIA
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Select Signatures tab

Signatures Fi. woinvases (0)

Soldier Signature

The Soldier portion of the review is complete. The review is waiting for the Record
Manager to complete and sign.

Review is Signed and cannot be edited by the Soldier.
(View Signed PDF)

Select Sign Review and
answer the pop-up.

Reviewer Signature

All comments made in this review will be recorded and a copy filed in the S
Missing Documents Confirmation

Are there any temporarily missing documents
associated with this review?

If there are no temporarily missing document(s) this
review is considered complete. You must sign with

your Common Access Card (CAC) credentials for
this review to be added to your personnel record.

Document Viewer

sl 1 zgree to use my credentials to digital sign this document - F

Select Radio button & Continue and

BEs aQoQ HIEH e () 0s
Agree to Sign

1 agree to digitally sign this record review document
with my login credentials

This document represents a

included during this specific TeCOIds
the Soldier and the Record Manager,
AR 600-8-104.

Deployable Soldiers

answer the pop-up.

Record Review Tool

PERSONNEL RECORDS REVIE\Nm Review Details

Corigtion Date: Soldier Unavailable:
athod:INDEPENDENT

Audit Snapshot Doc:

Congratulations, the
review is complete!

Review Complete

The Review Completion document will be visible in the Soldier's record shortly.

Review is complete and cannot be edited.

Ready Families




	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14

