· Task:
Processing of Electronic Awards (Board)

	Purpose:
Tasks to be performed by the AMEDDC&S Awards Board members to vote on award recommendations.

	Frequency:
As Needed

	Resources:
AEFSS Version 4.6 or later and access to the appropriate Awards Board  mailbox.

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

	· Process DA Form 638                                                                                

	PART 1:  Review and vote on each award in the Center Brigade Awards Board mailbox

	Step
	Action
	Reaction

	
	Upon receipt of notification by the Brigade awards clerk and receipt of the a voting sheet, the board member will access the Center Brigade Awards Board mailbox, review the award documentation, vote on each recommendation, and return the voting results to the Brigade awards clerk. 
	

	1.
	The awards board member will access his/her e-mail account to access the voting sheet documentation sent by the awards clerk.

For ease of use during the boarding process, the board member may want to print the voting sheet and have it available during the vote.
	

	2.
	Awards Board member executes AEFSS 4.6
	

	3.
	On the AEFSS 4.6 main menu, click on Check For E-Mail Forms button.
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	4.
	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 3 and execute AEFSS.
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	5.
	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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	6.
	Click on the pull down menu button to list all the mailboxes you are allowed to access.
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	7.
	Select the Center Brigade Awards Board mailbox.
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	8.
	Click the OK button to see the mail that has been sent to the Center Brigade Awards Board mailbox.
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	9.
	Highlight the mail message or Awards package you want to see. 

Click the Open button.
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	10.
	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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	11.
	To view any attached file, click the Open Attached Files button.
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	12.
	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.   The number and type of attached files will be IAW local SOP.   In this instance, a Word document with citation and narrative information was attached.  In addition, the ORB file is attached.

Highlight the file you want to view and click the OK button.
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	13.
	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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	14.
	The DA Form 638 form will be displayed again.  If you wish to view the next attached file, repeats steps 11 through 13.
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	15.
	The board member can view either page of the DA Form 638 by hitting the PageDown key or PageUp key to go back and forth between the two pages.

For example, by hitting the PageDown key, the board member can view the information contained on the second page including any signatures on this particular award recommendation.
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	16.
	Once the board member has made his/her decision, it can be annotated on the printed voting sheet.

To view the next award form in the Center Brigade Awards Board mailbox, the board member should click on the Check Mail Again button.

The list of awards found in the Center Brigade Awards Board mailbox will be shown again as displayed in the screen to the right.
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	17.
	The board member can select the next award recommendation that needs to be reviewed and voted on IAW local SOP.

The board member should repeat steps 9 through 16 to process each of the remaining award recommendations as listed on the voting sheet.
	

	PART 2:  Complete the Voting Sheet and e-mail to the Awards Clerk

	18.
	Once all the award recommendations have been reviewed and voted on, the board member should annotate the voting results on the Word document provided by the awards clerk.

A sample of a completed voting sheet is shown to the right.

The completed voting sheet should be e-mailed to the Center Brigade awards clerk.
	


