GEARS Checklist
1. Log into GEARs at the following link
a. https://army.deps.mil/netcom/sites/GEARS5/Live/web/Home.aspx
b. Ensure you use your email certificate
2. Click on “New Packet” tab
3. Fill out Packet Name
a. For Actions: Rank Last, First_Type of Action
i. Example: SPC Snuffy, Joe_Deferment 4187
b. For Awards: Rank Last, First_Type of Award, Reason for Award, PPD
i. Example: SPC Snuffy, Joe_ARCOM, PCS, 2 Feb 18
4. Make a selection for Packet Type
5. Select your Originating Organization 
6. Click on “Proceed to the next step”
7. Click the “+” button to add the signature file
a. This will be the document that you want signed by the BN CDR
b. For example: the DA Form 638, or the DA Form 4187
8. Click on the “+” button to add the Packet Files
a. This will be the supporting documents for the action
b. For example: An ERB/ORB, PCS/ETS/RET orders, DA Form 705, Weapons Card for an award submission
9. Click on “Proceed to the next step”
10.  Click “Make someone else the POC” in the first orange box
11.  Assign the appropriate S1 Distro 
12.  Add remarks to the Packet Discussion/Instructions
a. If the AAward is late by the set standards; this is where you will input the remarks as to why it is late
13.  Add the “Packet Due Before” date
a. For awards: AAM 30 days before the PPD; ARCOM 60  days before the PPD; MSM 90 days before the PPD; LOM 120 days before the PPD
i. If the submission is already past the required suspense date you will use the current date that you are submitting the packet.
14.  Add the “Each Action Given” date
a. The standard is 3 days, but please take into account weekends and holidays when assigning the number of days.
15.  Click on “Add the Route”
16.  Assign the S1 Distro 
17.  Click on “ Review for Corrections” under “Action Requested”
18.  Click on “ Submit Packet”

