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Summary

• Soldier Responsibilities

• How do Soldiers Update Administrative Points

• How do Soldiers Update Region Elections

• Unit Responsibilities

• Unit Administrators verifying admin points – 4100s

• Unit Administrators viewing and verifying Board Rosters

• Commander Responsibilities
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ALL SOLDIERS MUST REVIEW THEIR IPPS-A INFO FOR THE FOLLOWING

Review your “My Current Profile” within your “My Profile” in your “Self-Service” page. Focus on:

Mailing Address - This could be different than the Home of Record (HOR)

Home Of Record - This could be different than the mailing address

Awards and Decorations – All awards to include state awards

Career Management – Job code (PMOS/SMOS), CPMOS, Last evaluation date

Education - Military education and Civilian education level and certification

Physical Profiles – APFT, Body Fat (HT/WT)

Qualifications - Weapons qualification

Security Information – Personnel Security status

https://ippsa.csd.disa.mil/

Soldier Responsibilities 

https://ippsa.csd.disa.mil/
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Soldier Responsibilities E5-E6 Boards

• Review Checklist 

• Review Master Development List for Career Progression MOS selection that 

best fits individual Soldiers

• Review IPERMS - Have all documents been review? No errors?

– Current NCOER in IPERMS?

• ERB – Review, validate, and Selection Board Record Brief print for packet

– If errors are found get with Unit S1 for corrections

• Select board preferences (Region Elections)

• Review Administrative Points

• G1 Blog Link to all Board Documents: 

– https://gko.portal.ng.mil/states/IL/g/g1/ILARNG_G1_Blog/default.aspx



FOUO – UNCLASSIFIED 5

Soldier Responsibilities E7-E9 Boards

• Review Checklist

• Review Master Development List for Career Progression MOS selection that 

best fits individual Soldiers

• Review IPERMS - Have all documents been review? No errors?

– Current NCOER in IPERMS?

• ERB – Review, validate, and Selection Board Record Brief print for packet

– If errors are found get with Unit S1 for corrections

• Select Board Preferences (Region Elections)

• G1 Blog Link to all Board Documents:

– https://gko.portal.ng.mil/states/IL/g/g1/ILARNG_G1_Blog/default.aspx
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Changes: 
1 - CPMOS location moved  
2 - Added ERB Requirement
3 - Make Board preferences in IPPS-A 
(Region Elections)
4 - DA 705’s, 5500/5501’s, and DTMS 
print outs are now required 

Packet Checklist

If it’s on the checklist it’s required in 
the packet (unless other wise stated)
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Packet Checklist Continued

Changes: 
1 - Ranks are what the Soldier is being 
requested to be promoted to.
2 - Added 4100’s as required packet 
document  - reference Slide 22 for 
creating NGB 4100’s utilizing DBIW
3 - Removed USASMA Board – Will be 
worked separate from EPS
4 - Removed SGM Consideration 
question – E9’s will be considered like 
any other rank. 
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MDL – Master Development List

• The MDL is a multiple page document that covers all MOS’s within the ILARNG for all ranks and the 
authorized positions for those MOS’s in their respective regions. 

• The MDL is a live document on located on the personnel tab of DBIW.  Soldiers may request an  
updated list for review from their Unit administrators.
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MDL – Master Development List
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Review IPERMS for document accuracy:

https://iperms.hrc.army.mil/



FOUO – UNCLASSIFIED 11

Review IPERMS - Continued

• Review new documents for Labels, dates, and Soldier Name accuracy.
• When a document has been review a black checkmark will populate (see below example). 
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ERB Review and Validation - AKO

• Log into AKO: https://www.us.army.mil/
• Select See more on the home page, then select Army National Guard G1 Personnel Gateway.

https://www.us.army.mil/
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ERB Review and Validation Continued

• Select “My Record Brief” 
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ERB Review and Validation Continued

• Review Data Quality Report if there are possible issues
• Download current record brief and review for accuracy
• Once the document has been reviewed and select “Revalidate Current Record Brief”
• Ensure the date has change. 
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• Ensure you’ve printed 
the board ERB that 
covers data not 
pertinent to board 
members.

ERB Review and Validation Continued
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Soldier’s Administrative Points

• When a Soldier is eligible for the Sergeant or Staff Sergeant boards 

they will be able to view and request updates to their Administrative 

Points via a Personnel Actions Request. Soldiers need to search for 

“Promotion Points” in IPPS-A via the magnifying glass in the top 

right hand corner and select the below option
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• If a Soldier feels their points are 

incorrect they can go to the Self Service 

page of IPPS-A and select “My 

Personnel Action Requests”. This will 

allow them to initiate a request with their 

unit to review the actions they want 

fixed. 

• Select Category “Misc”, PAR Type “Admin 

Correction”, Create new PAR. Here is an 

example of a requested Admin corrections 

PAR. Soldiers can add attachments to 

streamline the process and save their 

S1’s time. 

Soldier’s Administrative Points
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Update Region Elections

• Via the Soldiers IPPS-A Self 

Service homepage they can select 

“Promotion Board Preferences”. 

This is where the Soldier can elect 

their regions and other region 

options. 
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On this page Soldiers need to make their board 
elections:
1 – Do you want to be considered? Yes or No
2 – Select your CPMOS
3 – Validate your promotion points 
4 – Select yes or no for all regions options:
• Geographical Locations 1-10 correspond 

with Illinois 10 EPS regions. 
• Region K = Within Company level moves 

only
• Region L = Within Battalion level moves only
• Region M = Within Brigade level moves only 
• JFHQ Immaterial: 00F
• Flight
• Instructor
• SFAB
• Sniper

Update Region Elections Continued
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Region K = With-in Company level moves only
Region L = With-in Battalion level moves only
Region M = With-in Brigade level moves only 
JFHQ Immaterial: 00F
Flight
Instructor
SFAB

Update Region Elections Continued
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Unit Responsibilities



FOUO – UNCLASSIFIED 22

4100-1A & 4100-1B Creation

• Log on to DBIW: https://ngilc2spi904b25.ng.ds.army.mil/dbiw/index.aspx

• Personnel Tab 

• EPS

• 2020 EPS Page

• Unit Election Roster

• Select your unit

• Click 4100s button

• Select all NCO’s or Individuals 

• Click Create Report

https://ngilc2spi904b25.ng.ds.army.mil/dbiw/index.aspx
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NGB Form 4100-1A: SGT-SSG

• Each Soldier needs to review their 
NGB 4100 series form and ensure 
that all of the data reflected on it is 
correct.

• Each Soldier is responsible for 
electing “I do” or “I do not” wish to 
be considered for military education 
and promotion.

• Each Soldier must sign and date 
their NGB 4100 series form following 
the completion of their review
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NGB Form 4100-1B: SFC-SGM

• Each Soldier needs to review their 
NGB 4100 series form and ensure 
that all of the data reflected on it is 
correct.

• Each Soldier is responsible for 
electing “I do” or “I do not” wish to 
be considered for military education 
and promotion.

• Each Soldier must sign and date their 
NGB 4100 series form following the 
completion of their review
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Unit Administrators – Board Roster 

• Recommend using the following 

path to IPPS-A : Navigator-

workforce administrations –boards 

- board roster. 

• You can select “Search” without 

putting any information in the 

search criteria.

• This will populate all boards 

broken down by rank and FY. 

Select the Board Roster you would 

like to View.
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• You can select filter to view all the Soldiers belonging to this list. Depending on the size of the list, it may take a few 
minutes to load. 

• Can filter out ineligible and eligible Soldiers
• Filter to view ineligible Soldier to determine if a Soldier needs corrections made
• Filter to view eligible Soldiers to ensure all have made board elections and have been recommended by the Commander

Unit Administrators – Board Roster 
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Select show all columns to 
get a clear picture of each 
Soldier

If a Soldier hasn’t made their 
region elections it will look 
like this 

If a Soldier HAS made their 
region elections it will look 
like this 

Unit Administrators – Board Roster 
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Commander Responsibilities
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• Review Board Roster For accuracy

• Ensure administrative actions have been completed:

– Points, region elections, recommend and non-recommends 

• Commanders will print and sign the bottom of the board roster 

– Digital or hand signature is ok

– Ensure board roster is legible

• Upload final Board roster to Brigades IGO EPS Folder

Commander Responsibility
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• How to get access to Commanders Tab.

• Commanders Training – Only Commanders of that UNIT/BN/BDE are granted COMMANDER / COMMANDER 

access. Log into IPPS-A using your EMAIL Certificate: https://hr.ippsa.csd.disa.mil

• TO ENROLL: NAVIGATION > NAVIGATION > ELM > SELF SERVICE > LEARNING > FIND LEARNING > A 

new page will appear. Under "CATEGORY" in the left column click on the hyperlink "DL-PROGRAMS" From 

there you can navigate through the DL Courses for all sub-categories. Click "REGISTER" under the category 

selected.

• Course Names / Numbers to Search for: 

– Commander Program (CERT-1021)

• Once your register, go back to the home page. Under the Self Service tab, click on the "IPPS-A Hands-on 

Training" Tile to view progress and Launch the Courses.

• TO LAUNCH COURSE: NAVIGATION > NAVIGATION > ELM > SELF SERVICE > LEARNING > MY 

LEARNING A new page will appear. Find the Subcategory that you enrolled in and from there you can 

launch/complete each modules within.

Commander Responsibility – IPPS-A Access

https://hr.ippsa.csd.disa.mil/
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Commander Responsibility

Select the 
magnifying glass to 
view eligible 
boards

Select board you need 
to make 
recommendations on

The hour glass to 
search for the specific 
Soldier

How to review board roster from Command Board Preferences Tab:
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Commander Responsibility

• Commanders can “Non-Recommend” a Soldier per board roster that is in the “Commander Board 

Preferences” tile. If the commander requests to Non-Recommend, it must be IAW para 7-33 of AR 

600-8-19. Soldiers are automatically recommended unless Non-Recommend by the Commander. 

• If non-recommending (denying) Soldier promotion consideration then Commander must work with 

BN/BDE S1 to submit completed documents to ng.pa.paarng.list.jfhq-g1-eps@mail.mil. (reference 

MOI and 7-33 of AR 600-8-19 for required documents)

• Commanders can make elections “on behalf” of the Soldier in the Commander Board Preferences 

tile. 

Select the search criteria 
button to open up more 
fields. 

Soldiers are also 
displayed at the bottom 
of the screen. 

mailto:ng.pa.paarng.list.jfhq-g1-eps@mail.mil
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• Questions? 

• Specialty Actions Team

• ng.il.ilarng.list.g1-specialty-actions@mail.mil


