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Change History

The following Change History log contains a record of changes made to this document. Entries should be
made in descending order, with most recent changes at the_top of table.

Published /

Revised Date Version Author(s) Page or Nature of Change

15 Feb 2012 13 SSC Pacific Update to reflect internal peer
reviews.

13 Sep 2010 1.2 SSC SD Terminology change (“SUPV”)

03 Sep 2010 1.1 SSC SD Update to FEPAAS Version 1.0

24 May 2010 1.0 SSC SD Initial Version for FEPAAS 1.0
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1 What is FEPAAS?

FEPAAS is the Fourth Estate Personnel Accountability and Assessment System. It is
accessed through a user-friendly website designed to help our DoD Civilian Employees and
their immediate Family members who are directly affected by major natural or man-made
disasters (e.qg., fires, hurricanes, floods, earthquakes, etc.).

FEPAAS allows you to report your current location, to update emergency personal
contact information, and to request assistance (especially if you had to evacuate far
away from your home or place of work).

Your reporting assists the DoD to know where you are, how you are doing, and to
coordinate with applicable agencies in responding to your needs.

FEPAAS allows your supervisors to account accurately for all assigned employees
and their family members.

Your reporting assists the DoD leadership and authorities to make better decisions in
supporting you and your family, to maintain readiness, and to preserve National
Security during a disaster.

1.1 FEPAAS Terms

EVENT — A disaster, terrorist attack, or other event, large or small, where the DoD
has determined the need for DoD Employees to provide the status (how are you),
and whereabouts (where are you).

GAOI - Geographical Area of Interest — the area where the disaster or event
occurred. Also known as the “affected area”.

AFFECTED — A DoD Employee is flagged as “affected” if they live, work, or are
temporarily in the area where the event happened. Being “affected” by an event is a
temporary status, for only as long as the DoD determines. It is possible that you
were not physically in the area but were still flagged as in the affected area. If so,
you can simply indicate that you were not in the affected area at the time of the
event, and were not impacted by the event.
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2 What Do | Need To Use FEPAAS?

FEPAAS requires you to have access to a working computer connected to the public
Internet. We understand that during a disaster, you may be displaced from your home and
office, and may not have a portable computer with Internet capability. However, the
following are a few alternative resources that may be used:

e You may use a public computer available at community centers, emergency shelters,
airports, schools, libraries, and select businesses (e.g., Internet cafes, copy stores or
coffee shops).

o If you have a cell phone or telephone available, you may contact other family
members or friends, and ask them to access FEPAAS on their computer on your
behalf (they will need your Social Security number and date of birth).

e You may request assistance from various groups (e.g., local authorities, community
service organizations, relief agencies, volunteers, etc.) to relay your status to your
chain of command.

e During a major disaster, if you are unable to log in to FEPAAS, contact your
immediate supervisor or call any of the below numbers:

DoD Civilian Personnel Management
Service (CPMS) Emergency Contact: 1-877-688-1654

Hearing Impaired TTY/TDD: 1-877-681-6194
DLA, Customer Interaction Center: 1-800-334-3414
Commercial: 1-269-961-7625
DSN: 661-7625
Hearing Impaired CIC Numbers
TTY/TDD: 1-866-605-6566
Commercial: 1-269-961-7800
DSN: 661-7800
Other Phone Numbers
DoD Civilian Hotline: 1-888-363-4872
1-888-DOD-4USA
Military OneSource: 1-800-342-9647
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3 How Do | Use FEPAAS?

3.1 Navigate to the FEPAAS Website

Get access to a computer connected to the Internet.

b. Open a web browser (e.g., Internet Explorer).

Employee Users Guide

c. Type the following address into the browser’s address field and press the Enter key:
https://fepaas.whs.mil (Note: “https” is required in the web address)
d. You should see the “FEPAAS Login Page” (shown below) in your browser window.

FOURTH ESTATE

Fourth Estate Civilians, and their All Fourth Estate Support,
Families Authorized Personnel and Staff
To update your contact information and sccount (must have been granted access by command)

(CAC Required for Access)

Includes Civiian Employess a3 well as their Family To perform duties for Supervizor, Personnel Accountabilty,

Members affected by an event Analysiz & Reporting and other related tasks.

Login Problems
If you have problems accessing FEPAAS, clisk hete to send an email for assistance, Please include your name,
phone number and ©RG IC (if possible) in order for us to contact you, Please, do NOT include SSN/DOEB.

Contact FEFAAS Support Thig ig an Official LS Fourth Estate Web Site

SEN and DOB are used by FEPAAS for user log-in and authentication only. iz sentto FEPAAS in encrypted format. SSN and DOB inform ation already resides in FEPAAS and is not captured and stored
from log-in. It is not displayed in FEPAAS in any form and iz not used for any purpase other than U, Fourh Estate-approved personnel accountability. Users can change their pasaword from DOB after

log-in by gaing to the "hiyinfo" page

PERSONNEL ACCOUNTABIILITY and ASSESSMENT SYSTEM

—

What is FEPAAS?

Fourth Estate Personnel Accountability
and Assessment System [FEPAAS)
standardizes a method for the Fourth
Estate to account, manage, and monitor
the recovery process for personnel and
their families affected and/or scattered by a
wide-spread catastrophic event, The
FEPAAS provides waluable information to
all levels of the Fourth Estate chain of
command, allowing commanders {o make
strategic decisions which facilitate a return
to stahility.

FEPAAS allows Fourth Estate Personnel
to do the following:

+ Report Accounting Status
+ Update Contact/Location information

* \iew Reference Information

Privacy & Security Motice

Cione

& mternet 00w -
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3.2 Login to FEPAAS

Employee Users Guide

a. Onthe FEPAAS Login Page, click the Click Here button under the “Fourth Estate

Civilians, and their Families” heading.

FOUBTH ESTATE

FEPAA

Fourth Estate Civilians, and their All Fourth Estate Support,
Families Authorized Personnel and Staff

To update your contact information snd account (must have heen granted access by command)

ek fere |

Includes Civilian Emplovess as wel as their Family
Members affected by an event

(CAC Required for Access)

To perforim duties for Supervisor, Personnel Accountahbility
Analysis & Reporting and ather relsted tasks

Login Problems
If you have problems accessing FEPAAS, click here to send an email for assistance, Please include your name,
phone number and ORG 10 (if passible] in order for us to contact you. Please, do NOT include S5N,/DOB.

Contact FEPAAS Suppart This is an Official U.S Fourth Estate \Weh Site

log-in by going to the "Mylnfo" page.

PERSONNEL ACCOUNTABIILITY and ASSESSMENT SYSTEM

Fourth Estate Personnel Accountability
and Assessment System (FEFAAS)
standardizes a method forthe Fourth
Estate to account, ranage, and manitor
the recovery process for personnel and
their families affected andior scattered by a
wide-spread catastrophic event. The
FEPAAS provides valuable information to
all levels of the Fourth Estate chain of
command, allowing commanders to make
stratedic decisions which facilitate a return
o stability.

FEPAAS allows Fourth Estate Personnel
1o do the following:

+ Report Accounting Status
+ Update Contact/Location information

* \fiew Reference Information

55N and DOB are used by FEPAAS for user log-in and authentication only. It is sent to FEPAAS in encrypted formal. 85N and DOB information already resides in FEFAAS and is not captured and stored
friom logein. It is not displayed in FEPAAS in any form and is not used for any purpose other than U5 Fourth Estate-approved personnel accountability. Users can change their password from DOB after

Brivacy & Becutity Motice

Dane

& mternat 100w o+

b. The Login page appears (shown below).

FOURTH ESTATE

FEPAA

Select Login Method

" Username and Password

 Personal Information

Fourth Estate Personnel
Accountability and
Assessment System
Teohnical Support:
fepaas@spawarnavy.mil
1-B66-946-8183 or (619) 553-8167

Cantact FEPAAS Bupport This is an Official U8 Fourth Estate Weh Bite

PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

@ Common Access Card (CAC) h

—

Privacy & Secutity Motice

SSN and DOB are used by FEPAAS for user log-in and authentication only. It is sent to FEFAAS in encrpted format. S5N and DOB
information already resides in FEPAAS and is not captured and stored from log-in. It is not displayed in FEPAAS in any form and is not
used for any purpose other than 1.5 Fourth Estate-approved personnel accountsbility, Users can change their password fram DOB after lag-
in by going to the "hiyinfa’ page

c. Choose a login method

If you choose Common Access Card (CAC), you will need a CAC reader attached to

your computer and your CAC and PIN.

FEPAAS-Employee-UG_v1.3
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For Username and Password, your username is the employee’s .mil email address.
Unless you have previously logged onto the system and changed it, the initial
password is the employee’s date of birth, in the YYYYMMDD format (e.g., Dec 25,
1985 is entered as “19851225") AND the last four digits of the employee’s SSN.

Select Login Method

" Common Access Card (CAC)

@ Username and Password h

" Personal Information

Fourth Estate Personnel
Accountability and Email:
Assessment System
Technical Support:
fepaas@spawar.n swy. mil
1-BEE-946-9183 or {(619) 553-8167

(e.0., Sponsor's .mil addr)
Password:
(YrYYMMDDX XXX, e.0., 197602294321)

Initial password is the sponsor's Date of Birth and last 4 of their
SEM.

LOGIN

For Personal Information, enter your Social Security Number without dashes (e.g.,
123-45-6789 is entered as “123456789"). Enter your date of birth and last name.

Select Login Method

" Common Access Card (CAC)

" Username and Password

@ Personal Information e

Fourth Estate Personnel

Accountability and Sponsor SSN: | (Mo dashes or spaces)
Assessment System = —
Technical Support; DOB: DD | | JAN s Y

fepaas@spawar.navy.mil
1-BBE-946-8183 or (5149) 553-8167 Last name:

d. Click the Login button

e. You will be logged into FEPAAS and taken to the Event tab.

Note:

If you logged in with the third option, Personal Information, you will have
Update-Only Access. Skip to section 3.3.
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f. If DoD records indicate that you or one of your dependents are currently affected by
an event and required to account for that event, you will see the page below on the
left. Please skip to section 3.4.

g. Otherwise, you will see the page below on the right.

Peve Welee e | Rebwese bl

Verlfy and Update your home information! | [T

Yo rometon s pamin e serg i, | T R = Our records currently indicate that
you are not affected by any active
event. Please select the "My Info”
tab to verify and update your
information.

Whats B Fracom?

H you belleve you have been affected by an aven: 2,

Hotine ot 19669460183 or 1-819-553-8167

Affected by Active Event Unaffected by Active
& Reauired to Account Event

h. If you see the page on the right, click on the My Info tab and follow the instructions in
this guide to update the personal information recorded there.

Note:

If you see the page on the right, but you believe that you ARE directly
affected by a current event, contact your command, or call the FEPAAS Help
Desk at 1-866-946-9183.
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3.3 Update-Only Access (logging in with personal information)

To protect your privacy, logging in with personal information will not allow you to view any
of your current information in FEPAAS; you can only update it.

a. If you login to the system with personal information you will see the following:

Home Update Info  Reference  Help
Update-Only Access

Our records indicate that you are not in any affected areas, so there is no need to Accounting at this time.

To Protect your privacy, logging in with personal information will not allow you to view any of your current information in
CGPAAS; you can only update it.

If you wish to view and update your information, please Logout, then login again with your CAC or username and password.
To update just your contact information, click the NEXT > button below, or you can do any of the following:

1. Click the Home tab above to see up-to-date announcements and information.

2. Click the Reference tab above for additional information and web sites.

3. Click the Help tab above for Help Desk contact info and other documentation.
4. Click the Logout button in the upper-right corner when finished.

If you or your family need IMMEDIATE help with basic necessities such as
food, shelter, or medical care, please call
1-866-946-9183 or (619)553-8167

Dane @ Internet H100% T

b. Click Next> and update your Personal Contact Information:

Home Update Info Reference  Help

Update-Only Access

Update your Personal Contact information

Work Phone: (Nothing on file)
Home Phone: (Mothing on file)
Cell Phone: (Nothing on file)

Log in with CAC or
Email 1:usemame password (On File)
to modify

Log in with CAC or
Email 2:username password  (Mothing on file)
to modify

Preferred Contact: Choose one |v|

Note: At least two phone numbers ar a phone number and an email (On File) is required to update your info

< Previous

/i Done & Internet H100% -

c. Click Finish and the following page will appear:
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Home Update Info | Reference  Help

Update-Only Access

Your Information has been updated. Thank you for your participation!
You may now do any of the following:

1. Click the Home tab above to see up-to-date announcements and information.
2. Click the Reference tab above for additional information and web sites.

3. Click the Help tab above for Help Desk contact info and other documentation.
4_Click the Logout button in the upper-right corner when finished.

If you or your family need IMMEDIATE help with basic necessities such as
food, shelter, or medical care, please call
1-800-435-9941 or 210-565-2020 / DSN 665-2020

< Previous

/] Dane € mnternet H1oon v

d. As it says, you can click one of the tabs, or click Logout when you're finished with the
site.
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3.4 Account for Yourself and Your Dependents

a. If you login to the system and are affected by an event you will be presented with the

“Account for Event” pop-up window and prompted to account for yourself and your
family members.

If you need IMMEDIATE help with basic necessities, please call 1-866-946-9183 or (619)553-8167

Verify and Update your home information!

5 % Last First Middie,
This inforrnation i+ gusental to contact you during this crisis Display Wame: B0 apatast

et 1: 1111 Spansor Street
What's the Process? L
Account For Fvent: AutoTostEventM

Vigrity and upesate wour home Infomation
Bilect an Accounting Status fram thie drop Sawn miny
.

Tip: 12245
Click i I Thee Ared Dulton ndad 10 Gemyonie thal was
YPhysically in the ared whien e svind occuned
*Evacyated from Be snea due o the event 2 number and an emall ks required)

Coast

s ey NOMeQLasLFisL MY Accouriing Stalus

@ MASpis 11, ArtoTest  Unreported | <
< MASpnsr! 1,
m AuTeEDepandAN Mot Ragquined o At ount In the Area |

MASDNEE.

i AutoTesiDependentd Mot Requined to Actount In the Area
= To#1

Save { Cancel

Waaiiion | Ermployes Deployed: [
Schaol-Age Children: [

Harve Pits: [

Contirui ]

b. Click to pull down the “Accounting Status” menus for the Employee and any
Dependents and select an accounting status for each one.

Account For Event: AutoTestEventM

Select an Accounting Status from the drop down menu
-or-
Click the Inthe Area button next to anyone thatwas
*Physically in the area when the event occured

*Evacuated from the area due to the event

Coast
Guardsman

MASpnsri1, AutoTest Unreported
_______________________________________ o i, S —
AR, Current Residence nt In the Area

Mame(Last, First, M Accounting Status

______ '_A_LI_IE'IE_S_PE??P_EI_E_TIJ______Displaced Location
MASpNSIB, Not Present in GAOI
AutoTestDependentB On Leave nt
Test Other

Separated/Retired ~ [7777TTTTTTIIII I AT e e

Transferred
Save Il Cancel
‘\

c. Selecting “Same as Employee” will attribute the Employee’s accounting status to that
Dependent.

d. Click the Save button to submit the selected accounting statuses. The “Account For

Event” pop-up window closes and you are prompted to update your location and
contact information.

e. Proceed with updating your location and contact information.
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4 Home Tab

a. Click on the Home tab. The Home page appears.

| FOURTH ESTATE ———
, f P ‘ ‘ s | PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM S0

—
| ooine Traimog =)
online FEPAAS Training A
The Fourm a
System (FEPAAS) standardizes a method for the Dol fo accourd, Compaitier Based Traineng (CHT) whech is Flash.Baned
nanage, and monitor e recovery process for employees and Bl e

ramidias afbced andior ScaNBred By 3 wise-Spread catastrophic
evant FEPAAS provides valuable infmaticn o all bevels of the DcD

o
chain of command slloweg leadershipbo mabe shoteaic decsiors | TR
a

it Faciltatn 3 roturn 10 Sttty
m Pandamic influenta Watchboard

The Senices developed Mis system as a resul of ihe umcd ~ 'y@ The Official DoD Watchbeard st B

caused by hamicane Kalrina. The goal i3 folal accountability for .

emgloyets and hes Lamily memBers in Te ewnt of a feure cirsty,

whemner i Is man-made of nanal S (M) virus cuth vk

=

Emergency Report-In Numbers

... 1-B77-688-1654
A DSTSRSSAGRICIOS: rryviTrny 1-a77.681-0004

DoD Civilian Hotline: 1-888-363-4872 (888-DoD-4USA)

FEPAAS Help Desk (0900-1900 Eastern)

b. The Home page provides a general overview of any current events and related
accounting efforts, Online Training, Hot Topics, and Useful Links.

5 My Info Tab

5.1 Summary

a. Click on the My Info tab. Your “Full Profile” Summary page appears. If you were
already on the My Info tab and browsed elsewhere in your Full Profile, you can return
to the Summary page by clicking the “Summary” menu item to the left of the page.

,[P“ | FOURTH ESTATE ogou .
| PERSONNEL AECOUNTABILITY and ASSESSMENT SYSTEM —

&
Y. Summary « L p— ) Heio ]

2 Contact informasion | To see more detad for any saction, use e fe& menu
A Family Bombsr info | Compct nformation
4 Change Passwerd | Employee Home Address
Name: Training. Tester T 1234 main
RankRate: CTv Washingion, OC 82123
Organization: DOODDD - Systom Detault LIC uEa
Phones Emall Addresses
Hoema: S55-855-0000 eate
work:
nEM:
Celt:
Faumity Information
Name Relatonship Ao

Mo Family Informaton

@ Interner sac Hioww =

b. Verify your Rate/Rank and Organization. (Note: Only Administrators can change
your Rank/Rate or Organization)

c. Click the Edit buttons to make any changes.
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5.2 Contact Information

a. Click on the “Contact Information” menu item. Your “Contact Information” page

appears.

1. summary

F E F ‘ ﬂ s | FOUBTH ESTATE
| PERSONNEL ACCOUNTABILITY and ASSESSHMENT SYSTEM

Home [UMBGUM Event Reference  Help

A

Displaced Location Click the Edit button to make changes
2. Contact Information h No Disptaced Locat
0 Displas .ocation Edit
2. Family Member Info -t e
Please edit this section if displaced!
4. Change Password
Employee’s Contact Info Click the Edit button to make changes
Training, Tester T (Sponsor) Manully edit this section as it will HOT be overritten with data updstes!_L Verify Info as Current
*Preferred Contact (Lasjgflated 03-31-2011 by Adsit, m C)
Home Address: Home: 555-555-0999 Primary Email: tester gffing@dod.mil
1234 main _
Washington , DG 92123 Work: Secondary Email:
Country: USA Cell: Cell Carrier: Unknown

DEERS Home Address and Contact Info

Dsta from DMOG [pull=d from DEERS and other DOD datsbases); Will b= then with dat T login to DEERS, click here.
kel IS SR A St it Fourth Estate Civilians: To lagin to DCPDS, click

here.
Home Address: Home: Primary Email:

Work: Secondary Email:

Country:

Done

& mternst fa v ®ioo% -

This page consists of three panes covering your location and contact information.

The Displaced Location pane should contain the address that you evacuated to as
a result of being affected by an event.

The Employee’s Contact Info pane should contain your home address and contact
information. This pane also provides you with a snapshot of the last import of data
from the DEERS system.

Using the provided link to update your DEERS information at the
DEERS site will NOT update the DEERS information displayed in
FEPAAS immediately. FEPAAS reflects the last data import received
from DEERS which is dated as such. Updating your data in DEERS
will help future data imports from DEERS to be accurate.

Note:

The Emergency Contacts pane contains location and contact information for any
person(s) not necessarily a family member but who can serve as a “Point of Contact”
for you if the DoD is unable to reach you or one of your family members directly.

Clicking the respective Edit/Add button for a specific pane will allow you to edit the
data displayed in that pane.

FEPAAS-Employee-UG_v1.3
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5.2.1 Editing “Displaced Location”

a. Click the Edit button in the top-right corner of the “Displaced Location” pane.
The “Edit Displaced Location” page appears.

Edit Displaced Location

o

e
State/Province
ZPPostal Code: | ]

N —

Save Cancel

b. Add and/or edit your Displaced Location information as required and click the
appropriate button to either Save or Cancel the updates you made.

c. If you enter a displaced location, you will find that a Returned Home button
has been added next to the Edit button in the “Displaced Location” pane.

Displaced Location Click the Edit button to make changes.
Displaced Location: new home [ Edit ] [ Returned Home
Address: Primary Phone:

1234 A Street

Las vegas, MWV 89101 Secondary Phone:

Country: USA

d. Click the Returned Home button when you are no longer displaced. This
will clear any displaced location information displayed in the pane.

FEPAAS-Employee-UG_v1.3 Page 16 of 25



FEPAAS Employee Users Guide

5.2.2 Editing “Employee’s Contact Info”

a. Click the Edit button in the top-right corner of the “Employee’s Contact Info”
pane. The “Edit Employee's Home Address and Contact Info” page appears.

Updsate the FEPAAS Information or copy sections from DEERS.

"Last *First Middle
Hame: [Traiing Tester i
*This gstz 15 pulled from DEERS perioaically
Tologin 1o DEERS 210 Upazie jour I, 21k
Physical address not PO/APO/FPO address. here

FEPAAS Information (Last updated 08-04-2011 by Training, Tester T ) “DEERS Information

Country:
Streat1:
Stresta:
ity
stataiProvince:
ZIPPostsl Cods:
3 Homes:
VWork: = Cog hone Werk:
Call:
‘Call Carrlar Yo b
Emall1: [tester taning@dodmil Email 1:
Emall 2: Emall 2:
B

This page displays your home address and contact information on the left and
contrasts it against the latest DEERS data pull on the right.

b. If needed, edit your last, first, or middle name at the top of the page.
Edit your FEPAAS Information in the box to the left of the page.

d. If your FEPAAS location and contact information is incorrect and the displayed
DEERS data is correct, you may use any of the three < Copy buttons to copy the
displayed DEERS data over the corresponding FEPAAS data instead of
manually typing in the information.

e. If the displayed DEERS information is incorrect, you may use the provided
DEERS link to log onto the DEERS site and update your DEERS information.

Note:

Using the provided link to update your DEERS information at the
DEERS site will NOT update the DEERS information displayed in
FEPAAS immediately. FEPAAS reflects the last data import
received from DEERS which is dated as such. Updating your data
in DEERS will help future data imports from DEERS to be
accurate.
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f. Click the appropriate button to either Save or Cancel the updates you made.

5.2.3 Editing “Emergency Contacts”

a. Click the Add POC button in the top-right corner of the “Emergency Contacts”
pane. The “Add Point of Contact” window opens.

Add Point of Contact

T —
I
magnsme: [ |

Agdrees:
strestt: | |

strestz: | |
|
Stata: |C|'ID:PS-E State vl

country: | USA v|
Contset Info:

Home: | | Primary Emall: | |

wiork: | | sscondaryEman: | |

cell: | |

b. Add the name, address and contact information for the new POC and click the
appropriate button to either Save or Cancel

c. Clicking Save results in the “Add Point of Contact” window closing and the
“Emergency Contacts” page refreshing to display the newly added POC.

Emergency Contacts Click "Add" to add an Emergency Contact (e.qg., Relative, Care Giver).
Jones, Julie { sister)
Address: Home: Primary Email: f /

1212 S Avenue )

Palmdale, CA 92111 Work: Secondary Email:

Country: USA Cell:

*Preferred Contact method

d. Clicking the Edit button for a specific emergency contact will open the “Edit Point
of Contact” page for that POC.

e. Clicking the Remove button for a specific emergency contact will delete that
emergency contact.
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5.3 Event Information
If you have been affected by an event, you will see an “Event Information” menu item.

a. Click on the “Event Information” menu item.
—

FEPAAS |risinic: |
PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM Wk S T
vome [ENSCEN Event  Refermnce  Help
e Displaced Location Ciick the Edit button to make changes
2. Contact Informaton
Displaced Location: some locaton Retumed Home
Address: Primary Phone
— 1234 Main strest
4. User & Password iz .Ir!-Z' e e
Country: us
Accounting Status for Ardent Sentry 2041 Accounting is no longer opan
Name (Last, First Middle) Aosounting Status: Last Updated Updated By:

THOM, JOHN L Nat Required to Account

Event Information Cick the Edit button to make changes

Event Name: Ardent Sentry 2011 Mctive Dates: 05-18-2011 - Present [ Edi )
Total Evacuated: §
Have Pets

o TDY / TAD Orders Insurance Co.

EVAC TDY / TAD Orders Using Rental Car FEMA Number:
Member Deployed SchookAge Children
Attended Braf

Other POCs. Ciick Add POC to add another point of contact {e.g.. Relative, Care Giver). [[Rcia0S
Jones. ulle sister) (Edt)
12125 avense Home: Primary Email:

paimdsie, CA $4611 Work: Secondary Email:

This page consists of four panes all related to the status of having been affected by
an event.

e The Displaced Location pane is a duplicate of the “Displaced Location”
pane on the Contact Information page, under My Info tab. See section
5.2.1 for more information.

e The Accounting Status pane contains the accounting statuses for you
and all of your dependents in the system for a particular event (if required
to account).

e The Event Information pane provides further event-related information.

e The Other POCs pane is similar to the Emergency Contacts pane on
the Contact Information page. See section 5.2.3 for more information.

b. Click the Edit button in the top-right corner of the “Event Information” pane. The
pane contents become editable and the Edit button (just pressed) will be replaced by
a Save button.

Event Information Click the Save button to make changes
Event Hame: Active Dates: - Fresent
Total Evacuated: |0 or MN/A _

[ Tov i TAD Orders [ Have Pets Insurance Co.

[0 EwaAC TOWV i TAD Orders O Using Rental Car FEMA Number

[ member Deployed O School-Age Children

[ attended Brief

C. Update the pane contents as required and click the Save button. The pane contents
will be saved and the Save button will be replaced by an Edit button.
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5.4 Username & Password
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a. Click on the “Username & Password” menu item. At the top is your username, which
should be your .mil email address. If not, choose it from the “Select Username” menu

and click Save.

Home QUMBGIN Event Reference  Help

rtpﬂﬂ s | FOURTH ESTATE
PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

—

Welcome, JOHN THOM!

1. Summary Change Username
2 Contat Information Your curent usemame: john them@navy.mil

3. Usemame & Password

Pl l=ct an email in the usemame menu below to changs.

Select username:  |john thom@navy.mil hs 4—

Change Password

New Password:

|
Confirm Passwaord: |

Password Rules: b Must be between 8 and 50 characters long

+ Must contain at least one of EACH of the following

» lower case letter

» upper case lefter

» numeric charscter

+ spedisl cheradter [e.g., $.8.%)
+ Can NOT contsin

v first name

¢ last name

v forward slash "

+ spaces

b. Your default password is set to your birth date in the YYYYMMDD format followed by
the last 4 of your SSN. This page provides you with the option to change it to a

password of your own choosing.

c. Type your new password in the “New Password” and “Confirm Password” fields.
Make sure that the new password meets the criteria described in the “Password

Rules” section.

Change Username

Your curent username: john.thom@navy.mil

Please select an email in the usemame menu below to change.

Select username: | iohn thom&navy mil || save <

Change Password

NewPassword: ||
ConfirmPasswora: |

Password Rules: + Must be between & and 50 characters long.

+ Must contsin at least one of EACH of the following:
* lower caze letter

» upper case letter

» numeric character

v specisl character (2.g., 3.6,%)
v Can NOT contain:

v first name

v+ lzst name

v forward slash /"

+ spaces

FEPAAS-Employee-UG_v1.3

Page 20 of 25



FEPAAS Employee Users Guide

d. If the new password does not meet the password rules, a message in red will be
displayed above the text fields.

e. Click the Save button to submit your password change. You will receive confirmation
of your password being successfully changed.

NOTE: If you forget your password, any of your Supervisor Representatives (SUPVs)
can reset it back to the initial password based on your date of birth, or you can call the
FEPAAS Help Desk and ask them to do it.

6 Event Tab

6.1 Verify and Update Home Information

a. The Event tab takes you through a three step process to obtain your current location
and contact information and to assess your needs as a result of being affected by an

FOURTH ESTATE s
PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM W SR
Verfy snd pdste your ome informatirt E
his information is gssential this crsis. . Last st Middle:
Display Name: THOM JOHN
Street 1: |
Street 2: |
City:
state: | Choose State | 2]
CONtaCt Info (&t fsast tus prone mumsars o s Srans mumiser 373 37 7l 8 requed
Preferred Contact: | <]
Home Telephone: |
Work Telephone: [§18-553-0727
cell: |
Email 1: [john thom @navy mil
Email 2: |
Other Info
TOY 7 TAD Orders: [
Member / Employee Deployed: []
School-Age Children: []
Have Pets: []
[Cois) € .

b. Review all the location and contact information fields and make any necessary
updates.

c. Click the Continue button to submit your location and contact information updates
and proceed to Step 2 of the assessment process (if required).

Note:

Not all events will have a Needs Assessment survey. If there is no
Assessment, after you click the Continue button, you are done and can
go to the other tabs such as Home, My Info, or Reference.
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6.2 Needs Assessment Survey (Introduction)

a. After updating your location and contact information you will see a brief introduction
to the Assessment Survey. The Needs Assessment Survey is designed to help
sponsors and dependents identify disaster related needs. By reviewing the 19
disaster categories, sponsors and dependents are able to specify needs to ensure
the best possible disaster assistance.

b. Take a moment to review the survey description frequently asked questions.
Click on any of the questions you may want answered.

When you have finished, click the Continue to Survey >> button to be taken to the
survey itself.

e. If later in (or after completing) the assessment process, you would like to return to
the Introduction to the Assessment Survey, you may click the “Introduction / FAQ”
menu item on the left at any time.

Step 2 of 3t Needs Assessment Survey (Introduction)

If you or your family needs IMMEDIATE help with basic necessities such as water, feod, shelter, or medical care, please call 1-866-
946-9183, 619-553-83167/DSN 553-8167

About This Survey

J Plzzse raview each of the
1=, you will then b sl
stance will be pro!

sistance” or
curatety 35

lated nesds. In e3ch area of nead that you answer "N
impartant that you spacify your nesds honestly an
you identify.

(Continue to Survey »> | s

@1: Wheo is eligible for Fourth Estate Family Disaster Assistance?

= Fourth Estate Service Mem
= Fourth Estate Civilian Empl
= Eligible family members of sen

and non-appropriated Funds (NAF))

mployess

At the Fourth Estate's dirsction, the Fourth Estats Family may slss include othar parsonnal such 3= other servics membars =
tate. \r=b=|lgllor= Fm.m- Estate i famili i

membes

=d to Fourth Estate

NOTE: If you are affected by an event that does not require an Assessment, you will
see the following page:

Accountability is complete.

Thank you for updating your contact info.

If you wish, you may logout now.

The following options are available to you now and whenever you login again:
1. Use the My Info tab to update your contact information, and to update other personal information.
2. Visitthe Home tab for announcements and other up-to-date information.

3. Browse the Reference Library tab for helpful links and documents.

If you need immediate technical assistance, please contact the FEPAAS Helpdesk at
1-866-946-9183, 619-553_8167/DSN 661-7800.
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7 Reference Tab

a. Click on the Reference

Employee Users Guide

tab. Several scrollable panes of information are displayed

b. Clicking on links will either open another window with that website, or give you the

option to view or download files —

indicated with “(PDF)".

c. You can click the small icon (E) in the upper-right corner of a pane to “detach it” so it
appears in its own browser window.

FEPAAS/

Home My Info  Event

FOURTH ESTATE
PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

I’- ogout
—

Key Phone Numbers
Fourth Estate Agency Phone Numbers

Agency
Business Transformation Agency (BTA)

Defense Acquisition University (DAU)

Defense Advanced Research Projects Agency (DARPA)
Defense Commissary Agency (DECA)
Defense Confract Audit Aaency (DCAA)

| >

Phone Number(s)

Fort Belvior: (800) 845-7606

West Region: (619) 524-4800, DSN: 524-

4800

Mid-West: (937) 784-1096

South Region: (256) 722-1100, DSN: 560-

1100

703-526-6630

(804) 734-8000 ext 48059

DSN: 687-8000 ext 48059
703-767-3265 ¥

‘Online Resources =]

* FEMA /

* Federal benefits in an Emergency (POF)

* FEPAAS Brochure-Inside June2010 (JPG) 2.6MB

* FEPAAS Brochure-Inside P30 June2010 (zip) 18MB

" FEPAAS Brochure-\WWHS Outside 093ep2010 (JPG)
49MB

* FEPAAS Brochure-\WWHS Outside PSD Aug2010(zip)31
MB

* Ready.com
* Red Cross

* FEPAAS Magnet 12 Aug 2010 (JPG) 277K 4

DoDiGovernment Websites

" DCPDS Login Page

* DEERS Login Page

* DFAS/Military Pay

~ || FEMA

* My Biz

" My Pay

* USA Government Made Easy

& Intermet | Bioow -
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8 Help Tab

a. Click on the Help tab to display the Help page.

F[F‘ﬂs | FOURTH ESTATE
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

er oo oD

* FEPAAS Employee Users Guide (PDF)-1.2MB

Home My Info Event Reference

&3

Family Member Feedback

Please take a few moments to answer the fallowing questions and
provide comments.

1. How easy was the system to log in to? ~
Fourth Estate Toll Free Numbers for Personnel
very easy € OO AR very difficult Accountability
1-877-588-1654
(If not easy, explain) 1-877-681-6194 (TTY/TDD) w
'
2. How clear were the steps to follow after you first -~
logged in? In other words, did you understand where FEPAAS Release Notes - Employee
togo? Server
very clear el ol 2| | & not clear at all Version 3 5 - November 2010

Changes since last version:

(If not easy. explain) ' Fixed known bugs

3. Overall, how easy was the system to use? Page-Specific Changes
very easy ol #| #| »| ® very difficult o
~||e |
Done €D Internet v ®i00n -

b. Click on the links in the User Guides and Other Downloads pane to download
documents.

c. The Contact Info pane contains the phone numbers and email for the FEPAAS Help
Desk.

d. The Release Notes pane contains information on the latest changes made to the
system. Click on the small icon (IE1) in the upper-right corner of this pane if you want to
“detach it” so it appears in its own larger browser window.

e. Complete the Feedback survey in the Feedback pane by clicking on the radio buttons
to answer the survey questions and adding any comments.

4. Do you understand why you were azkad to
provide contact infermation? {if no, pleaze clarify)

ves O

w0

(I et ey, eptain)

5. What would you suggest be changed or added te
improve the system?

It needs to be adopted by moce Secvices

-

- ((Sibrit] [Fset] -

f. Click the Submit button to submit the survey. You will receive confirmation that your
feedback was submitted.

Remember, your feedback will help us improve the system, not just for you, but for
all future FEPAAS users.
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9 Acronyms

CAC Common Access Card

CiC Customer Interaction Center

CPMS Civilian Personnel Management Service

DEERS Defense Eligibility Enrollment Reporting System

DLA Defense Logistics Agency

DoD Department of Defense

DSN Defense Switched Network

EFM Exceptional Family Member

FEPAAS Fourth Estate Personnel Accountability and Assessment System
GAOI Geographical Area of Interest

PDF Portable Document Format (Adobe Acrobat file format)
PIN Personal Identification Number

POC Point of Contact

SD San Diego

SSN Social Security Number

SUPV Supervisor Representative (FEPAAS user type)

TDD Telecommunications Device for the Deaf

TDY Temporary Duty

TTY Text Telephone
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