· Task:
Processing of Electronic Awards

              (Recommender)

	Purpose:
Tasks to be performed by someone recommending another for an award on DA Form 638.

	Frequency:
As needed

	Resources:
AEFSS Version 4.6 Installation CD, recommender’s captured signature, appropriate attachments

	· Prepare DA Form 638                                                                                 

	Step
	Action
	Reaction

	1.
	Recommender executes AEFSS 4.6
	

	2.
	On the AEFSS 4.6 main menu, click on Department of Army Forms button.
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	3.
	On the Department of the Army menu, click on the DA337 Index button.
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	4.
	Click on the DA638 form button.
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	5.
	The recommender completes Part I, Part II, and Part III.

Complete the Proposed Citation, Block 21, IAW MEDCOM Pam      600-8-22 and AMEDDC&S 672-1

IMPORTANT NOTE:  When entering a 4 line citation, (MSM awards and lower), the only way to get into Block 21 (Proposed Citation) is to go to the Achievement # 4 block and then hit the TAB key to go into block 21.

An award must be specified in block 10 before any citation may be typed in block 21.  Once the award is complete and ready for the recommender’s signature, go to block 19 and sign.  Do this by clicking on the small signature button in block 19.
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	6.
	After you click on the small signature button in block 19, the following screen will appear.  Click OK confirming the form is ready to be signed.
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	7.
	Enter your signature file password and click OK.
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	8.
	Your electronic signature will appear.  If correct signature, click OK.
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	9.
	The second page of the DA Form 638 should be displayed.  You can go back to the first page to view the signature and confirm it is there.  
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	10.


	You are now ready to electronically send the DA Form 638 in accordance with the Center Brigade SOP.  On the toolbar at the top of the AEFSS screen, you’ll find the “Send Form” button.  Click on the “Send Form” button.

If you have ever sent a DA Form 638 with attachments prior to this session, AEFSS remembers those attachments and keeps them for the NEXT record you send.  You probably don’t want to include those previous attachments with THIS DA Form 638 you are currently working with.  To remove those attachments, click on the “Clear Attachment List” button.  That will disassociate or clear any previously attached documents.

If you want to include those documents with this DA Form 638, click OK.
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	11.
	Since the form may be routed to many mailboxes during its processing, click on the YES – Allow Modifications button indicating any future recipient of this mail message may forward this document to another mailbox that you may not have specified.
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	12.
	The recommender will attach the awards data sheet and any other documents to the DA Form 638.  If you have a document such as narrative and citation information or additional justification text that couldn’t be included in Part III, you will attach them by clicking the YES button.
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	13.
	After you clicked the YES button in the previous step (you want to attach documents), you will be shown a screen similar to this one. 

You can browse your files to find the document you want to attach.  Highlight the document you want attached and click OK.

After you click ok, you will be given an opportunity to attach more documents.

If you have more documents, click YES and repeat the process of locating the document, highlighting it, and clicking the OK button.

If you don’t have more documents to attach, click NO.
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	14.
	Once you have attached one or more documents, you need to change the subject field to the proper naming convention.

The standard naming convention is 

O or E – CS (BN) Lname last4SSN Award 

O = Officer         E = Enlisted

CS = Center and School

BN = 232, 187, ACAD, NCOA

For ex. CPT Smith is recommended for a MSM award

O-CS (187) Smith 1234 MSM

For ex. SFC Jones is recommended for an AAM award

E-CS (NCOA) Jones 9876 AAM
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	14a.
	Region Abbreviations

CS – AMEDDC&S, FSHTX

CS – 187th Med Bn, FSHTX

CS – 232nd Med Bn, FSHTX

CS – Academy Bn, FSHTX

CS – NCOA, FSHTX
	Award Abbreviations

DSM – Distinguished Service Medal

LOM – Legion of Merit

SM – Soldiers Medal

BSM – Bronze Star Medal

MSM – Meritorious Service Medal

ARCOM – Army Commendation Medal

AAM – Army Achievement Medal

DDSM – Defense Distinguished Service Medal

DSSM – Defense Superior Service Medal

JSCM – Joint Service Commendation Medal

JSAM – Joint Service Achievement Medal

	15.
	Once you have changed the Subject field to the proper naming convention, you now need to specify who will receive the award form in accordance with local SOP.  To do so, click on the Address button.  You will be shown the GAL (Global Address List) as shown to the right.  Type the address/mailbox of the recipient.  For ex. (the name of the company clerk).

You may specify more than one recipient but typically you would just specify the name of the appropriate company clerk.  The company personnel are the only personnel who can forward the recommendation to the Battalion Awards mailbox after the Company Commander has recommended action.
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	16.
	Once you have specified all the recipient’s names, completing with the company clerk’s name, click on OK.

You will be shown the Send Form screen again as shown to the right.  

Verify the Subject line has the proper information and the recipient list is correct.
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	17.
	IF you listed more than one recipient, you can either send this form in sequence or broadcast.  To select one of these options, click on the Route tab.

If you want the recipients to receive the award package in sequence, select Sequential.  If you want all the recipients to get the awards package all at once, select Broadcast.

The default is “sequential”.

Select Return receipt if you want to know when each of the participants opens or receives your awards package.
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	18.
	Click on OK to indicate you are ready to send the form.

You have just nominated one of your fellow soldiers for an award without using any paper!

After clicking ok, you will be shown the award form you just sent.

You can now compose another award form by clicking the New button or exit AEFSS by clicking the blowing horn icon button.
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