Unit Admin Personnel Download Soldier’s iPERMS Record

I Type Soldier’s Information

Click on AUTHORIZED
OFFICIAL




Click Download

The Soldiers Download popup will
appear. Click Download.

At this point another popup will appear with the option of Go to Inbox. Click it.



X out of the Soldiers Record and go to the inbox.

Click here and the rest will drop down

Click on Inbox

Click Download and save the .zip file

When you open the .zip file, it will be a folder with .tif, .doc, .pdf items. The items will be named a
number. The number is how the iPERMS system indexes the documents in your record.

If your Soldiers sort the items by name, the biggest numbered item is the newest document added to

your record.

They will have to do some clicking around to find your more important documents (i.e. DD214s)

Like us on Facegram and Instabook!




