· Task:
Processing of Electronic Awards

              (Approving Authority)

	Purpose:
Tasks to be performed by Approving Authority to review and sign award recommendations from the Award’s Board.

	Frequency:
As needed

	Resources:
AEFSS Version 4.6 Installation CD, Approving Authority’s captured signature, appropriate attachments, access to Awards Signature mailbox.

	· Prepare DA Form 638                                                                                   

	Step
	Action
	Reaction

	1.
	Approving Authority receives an      e-mail message from the awards representative notifying him/her there are awards for review and signature.
	

	2.
	Approving Authority executes AEFSS 4.6
	

	3.
	On the AEFSS 4.6 main menu, click the Check For E-Mail Form 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 Awards Signature mailbox profile in order to process the awards.  

To switch to the Awards Signature mailbox, you’ll need to exit AEFSS AND Outlook.  Once both programs have been terminated, go back to step 2 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 Awards Signature mailbox.  
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	8.
	Click the OK button to see the mail that has been sent to the Awards Signature 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.
	If there are attached files that you would like to review, click the Open Attached Files button.

If you don’t want to review any attached files, go to step 13.
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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.  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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	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 Approving Authority will review the award recommendation and check the “APPROVED” or “DISAPPROVED” as applicable.

In addition, the “RECOMMEND UPGRADE TO” or the “DOWNGRADE TO” section will also be completed if applicable.

Once the appropriate information is provided, the Approving Authority must type in the date in block 26c.

When ready to electronically sign the form, click the small button in block 26h.
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	15.
	When you click the small signature button in block 26h, you’ll be shown a window as shown to the right reminding you to verify that the data is correct before signing.  Click OK.
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	16.
	Enter your signature file password and click OK.
	[image: image14.png][=i
I






	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 26h.

Once the award has been electronically signed, you are ready to process the next award recommendation.

To process the next one, click on the Check Mail Again button.  Go back to step 9 and repeat the steps to process the next recommendation.

If you have processed all award recommendations, you can exit AEFSS by clicking the blowing horn icon button.
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