· Task:
Processing of Electronic Awards                                                                                                                                                                                                    (Company / NCOA)                                      

	Purpose:
Tasks to be performed by the clerk to prepare an award for further processing.

	Frequency:
Weekly

	Resources:
AEFSS Version 4.6 or later and access to the appropriate E-Awards mailboxes

	Set Up:
Outlook should not be opened or running before starting AEFSS.

	· Process DA Form 638                                                                                

	PART 1:  Reviewing awards sent to the Company / NCOA clerk.

	Step
	Action
	Reaction

	1.
	The clerk will access AEFSS 4.6 main menu and click on Check For E-Mail Forms button.
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	2.
	If you already have Outlook open, AEFSS will use the mailbox profile that is currently being used.  It may display your personal mailbox as shown on the right.  You need to use the Award mailbox profile in order to process the awards.

To switch to the Awards mailbox, you’ll need to exit AEFSS and Outlook.  Once both programs have been terminated, go back to step 1 and execute AEFSS.
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	3.
	If you don’t have Outlook open, AEFSS will ask you which mailbox or profile should be used.  You will be given a screen similar to the one shown on the right.  Select your personal mailbox.
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	4.
	Click the OK button to see the mail that has been sent to your mailbox.
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	5.
	Highlight the mail message or Awards package you want to see. 

Click the Open button.
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	6.
	IF there are attached files associated with this award form, the form will be displayed AND a screen (as shown to the right) will be displayed notifying you of the attached files.

Click the OK button to continue. 
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	7.
	If there are attached files that you would like to review, click the Open Attached Files button.
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	8.
	You will be shown a screen similar to the one on the right that will list all the attached files to that particular DA Form 638.  In this instance, a Word document with citation and narrative information is shown.

Highlight the file you want to view and click the OK button.
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	9.
	The contents of the attached file will be displayed.

When finished viewing the file, exit the application as you normally would.  For example, in a Word document, click on the X button on the upper right of the Word window/toolbar.
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	PART 2:  Process award (verify information and send to Battalion)

	10.
	The clerk will review all administrative data verifying for accuracy.
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	11.
	If the clerk finds incorrect data, the award should be electronically returned to the recommender for correction.

Click the Return Form button to return the award to the recommender for correction.
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	12.
	You will be shown a screen similar to the one on the right.  You’ll notice the Recipients section will contain the name of the recommender.  The award form will be return to that individual.

Before returning the form, indicate in the Notes section why the form is being returned.  Simply erase the information already in the Notes section and type in your message to the recommender.

Once you have completed the Notes section, click on the OK button to send the form.
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	13.
	If the award doesn’t need to be returned for correction, the clerk or the person specified in the local SOP certifies Height / Weight qualifications and last APFT data.

After the clerk or applicable person has completed the review and certification, he or she is ready to electronically sign in block 22 on the back of the DA Form 638.

To quickly go to the second page, hit the PageDown key on your keyboard.
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	14.
	The block 22 authority must first type in the date in block 22b.  When ready to electronically sign the form, click the small button in block 22a.
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	15.
	When you click the small signature button in block 22a, you’ll be shown a window as shown to the right reminding you to verify that the data is correct before signing. 
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	16.
	Enter your signature file password and click OK.
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	17.
	Your signature will be displayed.  If it’s the correct signature, click OK.
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	18.
	The signature will be placed in block 22a.
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	19.


	IAW local SOP, the award is forwarded to whoever needs to see or sign the award before it goes to the Battalion Awards Mailbox.

On the toolbar at the top of the AEFSS screen, you’ll find the “Forward Form” button.  Click on the “Forward Form” button.

Before forwarding your form, AEFSS will ask if you want to attach ADDITIONAL documents (you may need to attach Assumption of Command Orders).  IF you have more documents, click the YES button.

IF you don’t want to attach more documents, click the NO button.
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	20.
	IF you clicked the NO button in the previous step (you don’t want to attach documents), go to step 24.

IF you clicked the YES button in the previous step (you want to attach documents), you will be shown a screen similar to this one. 

NOTE:  Any attached documents from the recommender will remain and will be forwarded with the DA Form 638 along with any new documents you attach now. 

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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	21.
	Once you have attached one or more documents, you need to prepare the message for next recipient.  

First, ensure the subject line is IAW with 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 example, CPT Smith of 187th Med Bn is recommended for a MSM award

O-CS (187) Smith 1234 MSM

For example, SFC Jones of NCOA is recommended for an AAM award

E-CS (NCOA) Jones 9876 AAM
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	22.
	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.

Companies will use their own routing procedures prior to recommended action by Company Commander / Commandant.

Once the correct address is shown, click the “To ->” button to include the name as a recipient.

You may specify more than one recipient.  Just repeat the steps shown above.
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	23.
	Once you have specified all the appropriate recipients, click on OK.

You will be shown the Send Form screen again as shown to the right. 
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	24.
	The notes section is available to add any additional information that may be necessary to forward. 

There may be some text present as shown in the screen to the right.  Simply erase it and type in your notes.
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	25.
	Once the notes are included, the appropriate recipients have been listed, and you have verified the Subject line was created with the proper naming convention, you are ready to send the form.

To send the form, click the OK button. 
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	26.
	Once all recipients have reviewed the Award, it is ready for the Company Commander’s / Commandant’s recommendation and signature.
	

	27.
	After the Company Commander / Commandant has recommended action, the Company clerk will forward the DA Form 638 with attachments to the Battalion Awards mailbox.
	


















