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                       
                        ***This training material covers all releases through V3.4*** 

 



 The Record Brief 
 Sections of the Record Brief 
 Important Timelines 
 Data Sources of the Record Brief 
 iPERMS 
 Requesting Access to Record Brief Application 
 Changing Access to Record Brief Application 
 Updating the Record Brief w/ special emphasis on Assignment 

History  
 Deployment Information 
 Soldier’s Review/Validation  
 Certifying the Record Brief 
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       Agenda 



 A one page Army form designed to provide a summary of a Soldier’s 
qualifications and career history. 
 

 

 
 

 

 
 
 

 

 
 

 Aligns the Army National Guard with the Active Army in producing 
a standardized one-page representation of the Soldier’s Official 
Military Personnel File (OMPF). 
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 Used by HQDA and Soldier’s leadership to gain an initial impression 
of a Soldier’s qualifications and career history in conjunction with 
evaluations to place the Soldier in the correct position. 

 
 

 

 

      The Record Brief 
 



 Administrative Heading 
 Section I –  Assignment Information (Overseas Service) 
 Section II –  Security Data 
 Section III –  Service Data 
 Section IV –  Personal / Family Data  
 Section V –  Foreign Language 
 Section VI –  Military Education 
 Section VII –  Civilian Education 
 Section VIII –  Awards and Decorations 
 Section IX –  Assignment Information 
 Section X –  Remarks 
 
 

Slide 4 

 Sections of the Record Brief 
 



   Data Sources 
 

 

 
 

 

 
 
 

 

 
 
  

 
 

 

 
 

 

 
 
 

 

 
 

 ATRRS [Army Training Requirements and Resource System] 
 ATRRS Login 

 DAPMIS [Department of the Army Photograph Management System] 
 Restricted access (Public Affairs Staff) 

 DEERS [Defense Enrollment Eligibility Reporting System] 
 DEERS Login 

 Keystone [Keystone System] 
 Restricted to Active Duty 

 MEDPROS [Medical Protection System] 
 MEDPROS Login 

 SIDPERS [Standard Installation / Division Personal System] 
 SIDPERS Login 

 Manual Updates in the Record Brief Application 
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https://www.dmdc.osd.mil/appj/deerswebsite/home.do;jsessionid=5a052310a25dc6af565b9d23956002a1caf06cdd76c3d99b7fbb57801b1a440a�
https://medpros.mods.army.mil/MEDPROSNew/�
http://55.75.231.206:7779/forms/frmservlet�
https://minuteman.ngb.army.mil/Benefits?config=sidpers�


  

*** Light Brown represents items that are “hard coded” by the system*** 

As of 5 MAY 2012 



 

  

As of 5 MAY 2012 

*** Light Brown represents items that are “hard coded” by the system**** 



      Requesting Access (1) 
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1. Log into G1 Portal https://arngg1.ngb.army.mil  
 

2. On the main menu, scroll down to the ‘Soldier Services’ section and 
click on ‘Record Brief’ 
 

3. Fill out the resulting form to request access. Put your top level UIC in 
the remarks along with your position. 

 Top level means that, for instance, if you are assigned to PUMB0 and 
need to also see PUMA0, use PUMAA. 

 
4. One of the three state  admins will action your request. 

https://arngg1.ngb.army.mil/�


      Requesting Access (2) 
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***Log into G1 Portal: https://arngg1.ngb.army.mil***  
 

Return 
to Main 

https://arngg1.ngb.army.mil/�
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     Requesting Access (3) 

***Scroll down to Soldier Services section 
and select Record Brief *** 



Slide 11 

     Requesting Access (4) 

***Select either button to request access to the 
Record Brief Application*** 
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     Requesting Access (5) 
 

 
  

***Select  the ‘Select Command’ link and 
choose your state from the dropdown 
then choose “Set”.  Enter a Reason for 
Access and submit request!*** 

** DO NOT SELECT THE  ALL OPTION, 
THIS IS FOR NGB LEVEL ACCESS** 
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      Requesting Access (6) 
 

 
 

 
 

 

 Once your account has been approved/denied you will 
receive a system generated email: 

This is an automatic email response indicating that you have been APPROVED for 
access to the Record Brief application of the NGB G1 Intranet Application. 
 - Record Brief Admin 
  
  **If you are denied access the email will state why** 
  

 

 

*** A system generated email is sent to your state admin requesting access. *** 

Return 
to Main 



  Changing Access 
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1.    Send an email to Assets-SIDPERS with ‘permissions request 
ERB/ORB’ in the subject line. Include in the body: 

 Request change of access to ERB/ORB Permissions 
 AKO user name 
 New UIC(s) 
2.    One of the three state admins will action your request. 



     Updating the Record Brief 
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Tabs with Edit/ Add Function in 
Record Brief Application 

Enlisted  
Record Brief 

Officer  
Record Brief 

Assignment History X X 

Civilian Education X X 

Military Education X X 

Officer Grade History X X 

Additional Info X X 

Overseas Tour History X X 

Aviator Qualification N/A X 

ASVAB Scores X N/A 



    Updating the Record Brief 
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***Log into G1 Portal: https://arngg1.ngb.army.mil***  
 

Return 
to Main 

https://arngg1.ngb.army.mil/�


     Updating the Record Brief (3) 
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***Select ‘Record Brief’*** 



    Updating the Record Brief (4) 
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***Training Videos*** 

***Select ‘Search’ Tab*** 



   Updating the Record Brief (5) 
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Enter  SSN and select Search to go directly to ORB/ERB details.  

123456798 



    Updating the Record Brief (6) 
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***Select Edit Records Brief Link*** 



     Updating the Record Brief (7) 
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***Enter completed degrees only.  Use full name of Institution and Discipline.  Enter the information 
first and then select Add.  Source Document:  Official Diploma or Official Transcript*** 

***If you process a CEDL transaction in 
Oracle it will only update ‘Level Completed’ 
on Section VII of the ORB/ERB*** 



      Updating the Record Brief (8) 
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Courses with the “Edit” option only  were generated from a 
source system (ATRRS) and cannot  be edited or deleted. 



Click the Add button to enter qualifying military schools that 
are missing. Source documents must be presented to enter 
information. Enter year complete; phase (if any) and Course 
Title.  Manually added courses can be  edited and deleted. 

 Updating the Record Brief (9) 
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*** DA Form 1059/DD Form 214 are recommended source documents*** 



      Updating the Record Brief (10) 
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Place a check mark next to the courses that will 
be displayed on the records brief. Only 10 
courses will be displayed under Section VI – 
Course/Year 



Updating the Record Brief (11) 

To correct Highest Military Education displayed 
on the record brief place a check by the highest 
course. This course will not show under  the 
Course/Year column. Box for “Display ORB-
ERB” must also be selected. 
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    Updating the Record Brief (12) 
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Highest level of education after it has been edited within the  
application. Course selected only shows as highest level. 



    Updating the Record Brief (13) 
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***Date of Rank (DOR) is reflected.  Cannot adjust DOR 
of current rank. Federal Order is required to change a 
Soldier’s DOR.*** 



    Updating the Record Brief (14) 
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***Date of Rank (DOR) is reflected.  Cannot adjust DOR 
of current rank.*** 



     Updating the Record Brief (15) 
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Entries with “    “  have drop-down menus available 



     Updating the Record Brief (16) 
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***Select Source of Original Appointment from drop-down menu *** 



     Updating the Record Brief (17) 
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***Select Type of Original Appointment  from drop-
down menu *** 



     Updating the Record Brief (18) 
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***Entries with “    “ have drop-down menus available*** 



   Updating the Record Brief (19) 

Slide 33 

***Boots on Ground (BOG) only, do not include mob / de-mob time.***  
-- DD Form 214, Block 18 (Remarks) 



    Updating the Record Brief (20) 
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***Aviator Qualification  information for ORB use only. 
Source Documents: Orders***  



    Updating the Record Brief (21) 
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***ASVAB  
information for 
ERB use only***  

***ASVAB is an ERB only entry. 
Original entry from source 
system.*** 

To update ASVAB scores click add then enter the information 
from a source document 



     Updating the Record Brief (22) 
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***Edit Assignment Information*** 

***For Commissioned/Warrant Officers with previous 
Commissioned/Warrant/Enlisted service:  When the data migration occurred from 
the 2-1 Program it classified ALL assignments as the Soldier's current MPC.  
Manual updates are required to ensure the correct MPC is reflected for prior 
Commissioned/Warrant/Enlisted service.*** 



 Current Assignment Information is generated in RCAS with a MILPO 
Order; RCAS updates SIDPERS and populates the Soldier’s Assignment 
History in the Record Brief (RB) Application.   

 You will have to manually update the following fields: 
 Location:  Your State abbreviation 
 Comd:  NG 
 Joint Flg:  Check if Joint assignment 
 Cmd Time:  Check if Commander position 
 Lang:  Select appropriate language from drop-down; Soldier is required to 

complete language proficiency test before awarding 
 AGRType:  Found on Soldier’s active duty orders under Authority (not required) 
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     Updating Assignment History (1) 



 Orders created prior to MILPO Orders may not include the UIC or Duty Title 
information on the orders 
 Verify Soldier’s orders in iPERMS, many orders include the AGO-MN EPMS Form 3 

(request for orders) which may include the UIC, if it doesn’t put  ***** ( field cannot be 
left blank). 

 If no Duty Title is listed use the Soldier’s DutyMOS and enter the corresponding title 
from the DA Pam 611-21, for example: 
o 420A0:  HUMAN RESOURCES TECHNICIAN (420A) 
o 11A10:  INFANTRY OFFICER (11A) 

 If the SSI/MOS converts during the assigned period of service, update the 
SSI/MOS in the RB Application.  Do not go back and change previous 
assignments with the converted SSI/MOS, for example: 
 21B: COMBAT ENGINEER converted to 12B on 1 October 2010 [If a Soldier Branch 

Transferred before the conversion to 12B occurred do not go back and change] 

 If the DutyMOS no longer exists and did not convert do not remove the 
SSI/MOS from the RB Application 
 67Y:  AH-1 ATTACK HELICOPTER REPAIRER – MOS has been deleted.  You would 

still annotate the DutyMOS for that assignment.  [Title found in DA Pam 611-21] 
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     Updating Assignment History (2) 
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***End Date of current assignment will always be blank. *** 

***“E” time will NOT generate on printed DA Form 4037 for officers with prior enlisted 
time (see next slide for example).*** 
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***AGRType is found on Soldier’s Active Duty Orders under Authority (sample order on slide 45).*** 

     Updating Assignment History (3) 

***Assign Date, UPC, UnitName, Station, Para, Line, DutyMOS, and Title are taken off Soldier’s Transfer/Reassignment 
Orders and/or OER (sample orders slides 43-44).*** 
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***“E” time does NOT generate on printed DA Form 4037 for officers with prior enlisted 
time.*** 

     Updating Assignment History (4) 
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***Example of transfer order for prior enlisted 
time.  Must be accounted for in RB 
Application*** 

***Used to populate Assign Date and End Date (20040511) for 
previous assignment.*** 

***Used to populate DutyMOS.*** 

***Used to populate Para/Lin.*** 

***Used to populate UPC, 
UnitName, Station, and Duty 
Title.*** 

     Updating Assignment History (5) 

***Duty Title can be changed 
to represent the duty the 
Soldier is performing if it 
does not match the order.  It 
must work in conjunction 
with the Soldier’s OER.*** 
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***Example Reassignment order.  Will generate new assignment 
in Assignment History *** 

***Used to populate UPC, 
UnitName, and Station.*** 

***Used to populate Assign Date and End Date (20110215) for 
previous assignment.*** 

     Updating Assignment History (6) 

***Duty Title can be changed 
to represent the duty the 
Soldier is performing if it 
does not match the order.  It 
must work in conjunction 
with the Soldier’s OER.*** 

***Used to populate Para/Lin, 
DutyMOS, and Duty Title.*** 
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***Used to populate 
AGRType field.*** 

***Example AGR order.*** 

     Updating Assignment History (7) 
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***Position Locator – Enter a minimum of UPC and State, if UIC exists it 
will automatically populate all positions that match your specifications.  
The position you select will populate in Assignment History*** 

Position Locator Function 
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 Section I: Assignment Information – will reflect Deployment dates 
and location (BOG only) 

 Section IX:  Assignment Information – Intent is to only update if a 
Soldier was transferred to a new position (duty title) for deployment.  
Should match deployment time in Section I. Reference for this entry 
is Milper Message 12-171. 
 
 
 

 AGR Soldiers: 
 If AGR Soldier deploys in current position do not change AGRType 
 If AGR Soldier is transferred to a new position for deployment ,which will trigger 

a new assignment in Section IX, change AGRType to T10 USC code found on 
state mobilization order. 

 AGRType data does not populate on printed DA Form 4037  

Deployment Information (1)  
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Deployment Information (2)  

***AGRType reflects T10 deployment only because AGR Soldier was transferred for deployment.*** 

***AGR Soldier assignment information with be IAW Milper Message 12-171.*** 



      Soldier’s Review/Validation (1) 
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Log onto: https://minuteman.ngb.army.mil/Benefits 

Return to 
Main 

http://ngmna0-j6sps-a3/J1/J1Army2/OPM2/DABoards/default.aspx�


       Soldier’s Review/Validation (2) 
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      Soldier’s Review/Validation (3) 
 
 

 

 
 

 

 
 
 

 

 
 
  

Slide 49 

***VERIFY Current Record Brief prior to validation.  
Generates current DA Form 4037 (ORB/ERB) only, 
Soldier’s cannot make changes in this program*** 

*** ORB/ERB will Validate once you select ‘Validate 
Record Brief.’  DA Form 4037 will populate with 
validation information and date on bottom left of form 
(see next slide for example).*** 

***Generates validated DA Form 4037 (ORB/ERB) 
only, Soldier’s cannot make changes in this 
program*** 
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***Soldier’s name and date validated will populate on 
DA Form 4037*** 

      Soldier’s Review/Validation (4) 



 Certifying the Record Brief (1) 
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***Log into G1 Portal: https://arngg1.ngb.army.mil***  
 

Return 
to Main 

https://arngg1.ngb.army.mil/�
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 Certifying the Record Brief (2) 
 

 
 

 
 

 

 
 
 

 

 
 
  

***Select ‘Record Brief*** 



 Certifying the Record Brief (3) 
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***Select ‘Search’ Tab*** 



 Certifying the Record Brief (4) 
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Enter Name and SSN to search for soldier 



     Certifying the Record Brief (5) 
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*** Record Brief will certify once you select ‘Certify Record Brief.’  
DA Form 4037 will populate with certifiers information and date on 
bottom right of form (see next slide for example).*** 
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***Certifier’s name and date certified will 
populate on DA Form 4037*** 

 Certifying the Record Brief (6) 



              Certifying the Record Brief (7) 
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Information on the downloaded 
Certified brief is current as of 
certified date. 

Information on the downloaded 
Validated brief is current as of the 
validate date. 
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 Certifying the Record Brief (8) 

Records brief can be certified/ downloaded from 
within any update tab once changes are made. 



 RCMSHelp@tibercreek.com   
 Include the following information when contacting the Help 

Desk: 
 Soldier’s  Full Name  
 Explanation of problem, screen shots are required 
 Program you are using (Record Brief Application) 
 Your contact information 

 You should be assigned a case number within 24 hours of 
submission. 
 
 
 

 

 

Slide 59 

     RCMS Help Desk 
 

mailto:RCMSHelp@tibercreek.com�
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