· Task:
Processing of Electronic Awards (Brigade)

	Purpose:
Tasks to be performed by the Brigade Awards Clerk to prepare an award for the Awards Board.

	Frequency:
Weekly

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

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

	· Process DA Form 638                                                                                

	PART 1:  Reviewing awards sent to the Center Brigade Awards Mailbox.

	Step
	Action
	Reaction

	
	The Brigade awards clerk will access the Center Brigade Awards mailbox to retrieve the award recommendation.  The clerk will review award and attachments.

If the award is IAW local SOP and the regulation, it will be processed for boarding.

If not, the award should be returned to the recommender.

Note:  The Brigade awards clerk will notify the Battalion by e-mail of the return action.
	

	1.
	Awards clerk executes AEFSS 4.6


	

	2.
	On the AEFSS 4.6 main menu, click on Check For E-Mail Forms button.
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	3.
	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.
	[image: image2.png]Name

Daz

Subject

Gpen
Deete

Piopeiies.

Help

Close.






	4.
	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.
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	5.
	Click on the pull down menu button to list all the mailboxes you are allowed to access.
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	6.
	Select the Center Brigade Awards mailbox.  
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	7.
	Click the OK button to see the mail that has been sent to the Center Brigade Awards mailbox.
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	8.
	Highlight the mail message or Awards package you want to see. 

Click the Open button.
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	9.
	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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	10.
	If there are attached files that you would like to review, click the Open Attached Files button.
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	11.
	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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	12.
	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 signature authority)

	13.
	The Brigade awards clerk will review all administrative data and attachments verifying for accuracy.
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	14.
	If the Brigade awards 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.

Note: The Brigade awards clerk will notify the Battalion by e-mail of the return action.
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	15.
	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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	16.


	If the award doesn’t need to be returned for correction, the Brigade Awards Clerk will forward the award to whoever needs to see or sign the award before it goes to the Awards Board.

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.  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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	17.
	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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	18.
	Once you have attached one or more documents, you need to prepare the message for next recipient.
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	19.
	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.

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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	20.
	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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	21.
	After proper routing to the recipients the next step is for the Brigade Commander to recommend action and complete appropriate blocks. 

Once the Brigade Commander recommends action and signs, the Brigade awards clerk will prepare all MSM’s and above for the awards board process.  
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	PART 3:  Send award forms to the Award Boards Mailbox

	22.
	Once the Brigade clerk receives the award from the Brigade Commander,  the clerk will access the awards mailbox to determine which awards are to be boarded and prepare a voting sheet.

An example of the Brigade voting sheet is shown here. 


	


	23.
	On the AEFSS 4.6 main menu, click on Check For E-Mail Forms button.
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	24.
	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, execute AEFSS and perform step 30.
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	25.
	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.
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	26.
	Click on the pull down menu button to list all the mailboxes you are allowed to access.
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	27.
	Select the Center Brigade Awards mailbox.
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	28.
	Click the OK button to see the mail that has been sent to the Center Brigade Awards mailbox.
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	29.
	Highlight the mail message or Awards package you want to see. 

Click the Open button.
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	30.
	The first page of the awards form will be displayed.

To quickly go to the second page to view the signatures, hit the PageDown key on your keyboard.
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	31.
	The Brigade clerk will then electronically send one copy of those awards that are ready for boarding to the Center Brigade Awards Board mailbox for the board members to review.

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

When you click the “Forward Form” button, you will get a screen similar to the one on the right.

To specify the Center Brigade Awards Board as the next recipient, click on the Address button.
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	32.
	When you click the Address button, you will be shown the GAL (Global Address List) as shown to the right.  

Type the address/mailbox of the Center Brigade Awards Board mailbox.  Once the correct address is shown, click the “To ->” button to include this mailbox as the next recipient.
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	33.
	Once you have specified the Center Brigade Awards Board mailbox, click on OK.

You will be shown the Send Form screen again as shown to the right.  You will notice the Center Brigade Awards Board mailbox will be listed as the next recipient of the award form.
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	34.
	Click on OK to indicate you are ready to send the form.

You have just processed an award form and prepared it for the AMEDDC&S Awards Board. 

You can now process the next award form in the Center Brigade Awards mailbox and send it to the Center Brigade Awards Board mailbox.

Click on the Check Mail Again button to see a list of awards in the Center Brigade Awards mailbox.

Follow steps 36 through 41 to process the next award recommendation.

If you have no more awards to process for the AMEDDC&S Awards Board, you may exit AEFSS by clicking the blowing horn icon button.
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	PART 4:  Notify board members of awards to vote on.

	35.
	The Brigade awards clerk will send an e-mail with a voting sheet attached to the board members informing them there are awards for them in the Center Brigade Awards Board mailbox.

The Brigade awards clerk should also inform each board member of the suspense date, which should not be greater than one week for voting to occur.

The Brigade awards clerk should also remind the board members to electronically send the completed voting sheet back to the Brigade awards clerk with the board member’s electronic signature attached.

A sample voting sheet is shown to the right.
	

	PART 5:  Consolidate board member’s votes and forward to final approval authority.

	36.
	Each board member will return their completed and electronically signed voting sheet to the Brigade awards clerk.  

A sample completed voting sheet is shown to the right.


	



	37.
	The Brigade awards clerk will consolidate all board member’s votes and forward the document to the President of the Board or the final approval authority IAW local SOP.

A sample of the Consolidation of Awards Board Action sheet is shown to the right.


	


	38.
	IAW local SOP, the President of the Board will access the Center Brigade Awards Board mailbox to review and give final recommendation.  The President of the Board will electronically sign the consolidated board sheet and electronically forward the sheet to the AMEDDC&S Commander for signature as shown in task 38.                  


	

	PART 6:  Prepare Orders and Certificates

	39.
	Upon receipt of the approved consolidated board sheet from the AMEDDC&S Commander, the Brigade awards clerk will prepare orders and certificates for MSM’s and prepare LOM’s and above for further processing at MEDCOM.


	


AMEDDC&S


Voting  Sheet


Board Date:  		








												         Requested	


                                                                                                 Recommended      Reason                                          Presentation


Approve  Downgrade  Disapprove  Rank   Name                    Award                    For Award   Unit             Branch    Date                 Station                                                                                                                       





                                                               MAJ      FLAKES, CORN       LOM                         PCS                A, 232	          AN           31 May 02            FSH, TX


                                                               LTC      LEG, SPAG 	             LOM                         PCS                E, 187           MS           31 Jun 02             SAFB, TX


                                                               CW4     LEWIS, JERRY         LOM                         RET                C, Acad         MS           17 Oct 02             Miami, FL


                                                               COL     MOUSE, MICKEY      LOM                         RET                NCOA           MC           4 Feb 03               FSH, TX


			              COL      KRAUS, DAE HEE    LOM	              PCS   	    C, Acad         MC	          16 Dec 02 	       Fort Rucker, AL





                               Voting  Sheet


                                   Board Date:  		





 	Recommended      Reason 


   Name	    	    Award                    For Award    





   Flakes, Corn	LOM                      PCS               


   Leg, Spag                 LOM                      PCS              


   Lewis, Jerry              LOM                      RET              


   Mouse, Mickey         LOM                      RET


   Kraus, Dae Hee	    LOM		 PCS                                                       





                                                            Voting  Sh


                                                                       Board Date:  ___ 





 	                                                       Re


Approve Downgrade Disapprove Rank  Name                  Aw





                                          X         MAJ   Flakes, Corn       LO


      X                                             LTC    Leg, Spag          LO                      


                   X (MSM)                    CW4   Lewis, Jerry        LO


      X                                             COL   Mouse, Mickey   LO


      X  			     COL   Kraus, Dae Hee  LO








Consolidation of AMEDDC&S Awards Board Action


Date:  			








																       REQUESTED


                                                                                    BOARD                                                                                      U-UNAMIMOUS		       PRESENTATION


RANK   NAME                      RECOMMENDATION    RECOMMENDATION    UNIT                                 REASON   M-MAJORITY      STATION           DATE





LTC        LEG, SPAG    	   LOM                                    LOM                                    E, 187	 	        PCS                      M                    SAFB, TX	        31 JUN 02


CW4       LEWIS, JERRY            LOM                                    MSM                                   C, ACAD		        RET                      M                     MIAMI, FL	        17 OCT 02


(Continue to list all other awards that were considered by the board members)

















RECOMMEND APPROVAL / DISAPPROVAL (BOARD PRESIDENT E-SIGN HERE)








APPROVED / DISAPPROVED AND REMARKS (AMEDDC&S CDR E-SIGN HERE)











