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1 General Information

This Users Guide is for all Supervisor Representatives (SUPVs), and Agency

Administrators (AADMINSs), using the Fourth Estate Personnel Accountability and
Assessment System (FEPAAS).

Different user types have different permissions in FEPAAS. Where needed, this guide will
indicate if there are any restrictions and which user types are allowed to perform a task.

1.1 Loginto FEPAAS

a. Navigate to the FEPAAS Support System using an internet browser
https://fepaas.whs.mil

b. With your CAC inserted, click the Click Here button — under All Fourth Estate
Support, Authorized Personnel and Staff

—
,[P“ FOURTH ESTATE
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
Fourth Estate Civilians, and their All Fourth Estate Support, the recovery process for personnel and
Families Authorized Personnel and Staff their families affected andfor scattered by a
To updste your cortact information and accourt (must have been grarted access by command) wide-spread catastrophic event The

FEPAAS provides valuable information fo
all levels of the Fourth Estate chain of

command, allowing commanders to make
r i~ Har | 1 ] , strategic decisions which facilitate a retum
to stability.

(CAC Reguited for Access) FEPAAS allows Fourth Estate Personnel
to do the following:

Inchudes Civilan Employees as well as their Family To perform duties for Supervisaor, Personnel Accountsbilty, = Report Accounting Status

Memb fracted b nt Analysis & Reporting and other related tasks. e %
SRR T = Update Contact/Location information
Login Problems

1f you have problems accessin q FEPAAS, click here to send an email for . Please include

phone number and ORG 10 (if possible) in order for us to contact you, Plaasg dn NDT m(ludq sswnns

* View Reference Information
name,

Contact FEPAAS Support This is an Official U.S Fourth Estate Wehb Site Privacy & Security Motice

S5H and DOB are used by FEPAAS for user log-in and authentication only. It is sent to FEPAAS in encrypted format. S5N and DOB information already resides in FEPAAS and iz not captured and stored

fram lag-in. It is not displayed in FEPAAS in any form and is not used for any purpess other than LS Fourth Estate-approved persannel accountability. Users can change their pasauard from DOB after
log-in by going to the "Mylnfe" page

Done

& Internet 0% -
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a. The first screen visible after logging in is the “Home” page. This data will be
refreshed often. Consequently, the layout and content may be different than shown

below.
b.

Reports, Reference, My Info and Help.

You will have the following tabs: Home, Manager/Supv., Employees, Accounting,

Home

FEPAAS

Manager/Supv.

| FOURTH ESTATE

Employees Accounting

The Forth Estate Personnel Accountability

Reports

Reference My Info Help

and Assessment System (FEPAAS)

standardizes a method for the DoD to account for employees and their

families affected and/or scattered by a wid

FEPAAS provides valuable information to all levels ofthe DoD chain of

command.

FEPAAS allows DoD Employees to do the
m  Accountfor Employees
»  Search for Employees
= View/Edit Contact Location Info

»  Real Time & Over Time Reporting

e-spread catastrophic event.

following:

Online FEPAAS Training

SUPY Training
@ riraas

Computer Based Training (CBT)

How Do ...
» Remove a SUPY from
my erganization?

» Find personnel an my
roster that have not
accounted?

+ Download a Users

= Do contractors need to be accounted for?|
* How many Org IDs can | be a SUPV for?
* It's been 4 manths since someone

- | |transferred. Why are they still on my roster?|

| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

T

Help and Contact Info

4

Help and Contact Info:

Fourth Estate Toll Free Numbers for
Personnel Accountability
1-877-688-1654

1-877-681-6194 (TTY/TDD)

DoD Civilian Hotline

1-888-363-4872 (1-888-DOD4USA) M-F ]
I Need to...
+
| Need to...

Account for my employees

See accounting reports for my Org
D

See accounting reports for my
hierarchy

Find employees not on my roster
Add a SUPY for my organization
Update my contact info

Lookup an Org ID by name
Search the Org ID hierarchy

)

Iane

e Internst

100%

-

Update Personal Information / Verify Support User Account Settings

a.

If you have not previously logged onto FEPAAS, the first thing you should do is

proceed to the My Info tab, review your personal information, and make whatever
updates may be required. Additionally, you will want to verify your Support User type
and Org ID assignment.

FEPAAS-Supervisor-UG_v1.3
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3 My Info Tab

3.1 Summary

a. Click on the My Info tab. Your “Full Profile —Summary” page appears. If you were
already on the My Info tab and had 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.
F [ F ﬂ ﬂ s | FOURTH ESTATE
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

e Home Manager/Supv. Employees Accounting Reports Reference Mylnfu
I 1. Summary I Fourth Estate Family Information Summary @ Help

2. ContactInformation To see more detail for any section, use the left menu

3 Family Member Info Contact Information
Employee Home Address

Name: THOM, JOHN L
Rank/Rate:
Organization: DDDDDD - System Default UIC

4. User Account

5. Reset Password

Phones Email Addresses
Home; Emailt: johnihom@navy.mil
Work: 619-553-0727 Email2:

DSH:
Cell:

Family Information
Name Relationship Age

Ho Family Information

b. Verify your Rank/Pay Grade and Organization ID. (Note: Only System
Administrators can change your Rank/Pay Grade or Org ID)

NOTE: An important distinction must be made between the Organization and Org ID listed
here on the “Summary” page, and those on the “User Account” page. The Organization/Org
ID listed here is your own assigned Organization. The Org ID(s) listed on the “User
Account” page determine (in combination with your Support System user type) the set of
employees that you can access or edit as a Support System user.
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3.2 Contact Information

a. Click on the “Contact Information” menu item. Your “Full Profile — Contact
Information” page appears.

F[PAAS FOURTH ESTATE o
PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEN

Homs  Manegen/Supv. Employess

fccouting  Reporis  Refermnce [UNBEEN  fisie

THOM , JOHN L (Sponsor) Verify Info as Cument

(Last updated M-ZA’| by}

Home Address:

Country

DEERS Home Address and Contact Info

ita wam DEER v mam v s To login to DEERS, click here.
= - & Fourth Estate Giviians: To login to DGFDS, click here

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.

NOTE: Using the provided link to update your DEERS information at the
DEERS site will NOT result in the DEERS information displayed in FEPAAS
to update as well. The DEERS data displayed in FEPAAS reflects the last
data import received from DMDC and is dated to indicate when the last
import was received. Updating your data in DEERS will ensure that future
data imports from DEERS are accurate.

= The Emergency Contacts pane contains location and contact information for
any person(s) who is 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.
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3.2.1 Editing “Displaced Location”

Displaced Location Click the Edit button to make changes.

No Displaced Location —}

Please edit this section if displaced!

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

Edit Displaced Location

Description: | |
Country: | UsA 3 |

Street: | |

city: | |

State/Province |Ch0099 State Vl

ZIPIPostal Code: | |

Primary Phone: | |

Secondary Phone: | |

[ ] [ ]

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.

NOTE: If you enter a displaced location to a previously empty Displaced Location
pane and save it, 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: some location [ Edit ] [ Returned Home ]
Address: Primary Phone:

1234 Main street

Tuscon, AZ 84611 Secondary Phone:

Country: USA

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

Employee's Contact Info

Click the Edit button to make changes.

Personnel are responsible for maintaining accurate address and contact information in this section
Click the “Edit” button to make changes.

THOM, JOHN L { Employee)

J Verify Info as Current ] [ Edit ]

*Preferred Contact {(Last updated 06-24-2011 by

Home Address: Home : Primary Email:jonn.thom@navy.mil
Work : 619-553-0727 Secondary Email:
Country: Cell; Cell Carrier: Unknown

DEERS Home Address and Contact Info

To login to DEERS, click here .
Fourth Estate Civilians: To login to DCPDS,
click here.

Data from DMDC (pulled from DEERS and other DOD databases); Will be overwritten
with data updates.

Home Address: Home : Primary Email:

Work : Secondary Email:

Country:

Edit Sponsor’s Home Address and Contact Info @Hnlp

Update the FEPAAS Information or copy sections from DEERS.

Physical address not PO/APO/FPO address.

FEPAAS Information (Last updated 08-24-2011 by )

— = ] |

st *First Middle
Name: S

*This 02 15 pulled Tom DEERS pEnoakally.
Talngin to DEERS and uptiate your Ik, elick

nere

*DEERS Information

Country: | use »

‘Country:

strestl: Strestl:

Strasta: Strasts:

= Capy Adds

city: city:

StateiProvines: “ocss S jhd StateProvines:

ZIFiPostal Cods: ZIFIPostsl Cods:

Preferred:

S — roms

(8} iork e i Wrork:
(] e [

o
O Emalll: [jonshom@nevy.m: Emalli:
(a] Emaitz Emaitz:

*Thils data Is pulled from DEERS periodically
Ta login ko DEERS and update your Inf, click

nene

This page displays your home address and contact information on the left and contrasts it
against the latest DEERS data pull on the right.
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Edit your last, first, and middle name as required at the top of the page.
Edit your FEPAAS location and contact information in the box to the left of the page.

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

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: Updating your DEERS information at the DEERS site will NOT result in the
DEERS information displayed in FEPAAS to update as well. The DEERS data
displayed in FEPAAS reflects the last data import received from DMDC and is dated
to indicate when the last import was received. Updating your data in DEERS will
ensure that future data imports from DEERS are accurate.

Click the appropriate button to either Save or Cancel the updates you made.
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3.2.3 Editing “Emergency Contacts”

a. Click the Add button in the top-right corner of the “emergency Contacts”
pane. The “Add Point of Contact” window opens. If you previously added
points of contacts, then the Emergency Contacts pane would have an Edit
and Remove button.

Emergency Contacts

Click "Add" to add an Emergency Contact (e.g., Relative, Care Giver).

Ne Emergency Contacts. Click "Add” button to add an Emergency Contact.

*Preferred Contact method

Add name, address and contact information for the new POC and click the
appropriate button to either Save or Cancel the POC addition. Clicking Save
results in the “Add Point of Contact” window closing and the “Contact
Information” page refreshing to display the newly added POC.

Add Point of Contact

First Name: l:l

Last Name: l:l
Middle Name: l:l
Relationship: l:l —

Address:
Street1: | |

Street2: | |

I
State: |Choose State V|
Country: |USA "|
Contact Info:

Home: | | Primary Email: | |

Work: Secondary Email:
| | | |

Cell: | |

— (=) [

Emergency Contacts

Click "Add" to add an Emergency Contact (e.g., Relative, Care Giver).

Jones, Julie { sister)

Address:

Home: Primary Email: f f
1212 8 Avenue )
Palmdale, CA 92111 Work: Secondary Email:
Country: USA Cell:

*Preferred Contact method

c. Clicking the Edit button for a specific POC will cause the “Edit Point of

Contact” page to appear for that particular POC where any updates to the
POC'’s information can be made.

Clicking the Remove button for a specific POC will delete that POC.
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3.3 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. Your “Full Profile — Event Information”
page appears.

Displaced Location

1. Summary

2. Contact Information

3. Family Member Info
I 4. Event Information I

Mo Displaced Location

Flease editthis section if displaced!

Accounting Status for Training Click the Edit button to make changes
4. Reset Passward | Mame (Last, First Middle). Accounting Status. Last Updated. Updated By:
7

MSpnsrB002, AutoTest Current Residence 05-26-2010 06:43 AM POT Conna Williamsan
. MSpnsre00z, AutoTestDependent] Unreported Never
Event Information Click the Edit bution to make changes
Event Name: Training Active Dates: 11-13-2008 - Present w
Total Evacuated: 0

TOY i TAD Orders Hawe Pets Insurance Co. ACME Insurance Co.

EVAC TD i TAD Orders Using Rental Car FEMA Number: 1234

Member Deployed School-Age Children

Aftended Brief

Other POCs Click Add POC to add another paint

Caltiwell, Peter Oliver (Goadl Burldy)
1234 Main 5t Home: Primary Email: 4085055@example com

Anytown, FL 67880 Work: Secondary Email:

usa Cell:

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

event.

» The Displaced Location pane is a duplicate of the “Displaced Location” pane on
the Full Profile — Contact Information page. See section 2.2.1 for more
information on how to use this pane.

*» The Accounting Status pane contains the accounting statuses for you and all of
your dependents in the system for a particular event.

= The Event Information pane may be displayed to show event related
information.

*» The Other POCs pane is a duplicate of the “Other POCs” pane on the Full
Profile — Contact Information page. See section 2.2.3 for more information on
how to use this pane.

b. Click the Edit button in the top-right corner of the “Accounting Status” pane. The
“Account for Event” window appears.
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Full Profile for MSpnsrg002, AutoTest

Displuced Locsiion  [COLET Click ihe Bl huiion jo rake changes

Hn Displaced | neatinn Friit

1. Surninary

2. Contact Infarmation Zlezse edittris secionif cisplacad!

A Tarrily Membet Irfo

SCTowrniny Slaius Tor Traininy

4. Event Irfarmation

5. Resat Password | Marnc iast, Firol Middle): Mezounting Status: LastUpdatcd: Updated By:
MSpnsre002, Auto"est Zument Residenze 05-26-2010 06.4% A PDT Donna ‘Wiliamson
i SpnstBO0Z, Auto”estDependent]

Evant Infortraion [fm Click the Bt hutian jo ma
Event Hame: Training Active Dates: 11-19-2008 - Present Edt
Total Evacu Account lor Cvent: Training

T I T

BV I Select an Accounting Status o the drop dosn menu

M Eloyee Mame(Las, First, MI) Accounting Staus:

Atende

MSpnsre002,
AltoTestDependent! _U““"FJUHBU

Caldwell, P I Y~ " Carcel ] Remcye
1231 M3in Y

Arrylown, F_ 67890 W k: Securddiy Bndl:

Ls3 Cell:

c. Use the “Accounting Status” pull-down menus for yourself and each of your
dependents to indicate the location/status of every person required to Account.

d. Click the appropriate button to either Save or Cancel the updated accounting
statuses. Clicking Save will result in the “Account for Event” window closing and the
“Event Information” page refreshing to show the updated accounting statuses in the
“Accounting Status” pane.

Accounting Status for Training Click the Edit button to make changes @
Narne (Last, First Middle): Accounting Status: Last Updated: Updated By:

@ MEpnsrado2, AutoTest Current Residence 05-26-2010 06:43 AM PDT Donna Williamson

(@) woonsrsonz, puTesOspencent  Unvepores  Newr
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3.4 User Account

a. Click on the “User Account” menu item.

1. Summary Support System Info

2. Contact Information

User Type: Supernvisor Representative, Guest User
3. User Account Org ID({s): DDDDDD - System Default UIC

4. Username & Passwaord

b. Verify your “User Type”. e.g., “Supervisor”, “Admin Representative”, etc.
c. Verify the Org IDs to which you are assigned as a Support System User.

NOTE: An important distinction must be made between the Support User Org ID
assignment(s) found here on the “User Account” page, and the “Organization” Org ID
listed on the “Summary” page. The Org ID(s) listed here on the “User Account” page,
determine (in combination with your Support System user type) the set of employees
that you can access/edit as a Support System user. The “Organization” Org ID listed
on the Summary page is your assigned organization.

d. Contact the FEPAAS Help Desk if you need to be a different Support System user
type and/or you need to be assigned to other Org IDs for your role as a Support
System user.

Note: Any Supervisor Representative (SUPV) of an organization can add you as a
SUPV of that organization.
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3.5 Username & Password

a. Click on the “Username & Password” menu item. Change Username and Change
Password panes are displayed.

1. Summary Change Username
2. Contact Information Current username: john.thom@navy.mil

3. User Account S
Please selectan email in the username list below to change.

Select username: | john.thom@navy.mil ¥ 4—
Change Password

Resetting a password will reset it to the Employee's DOB and last 4 of SSN, YYYYMMDDXXXX(0000 is the last 4 of the
Foreign National's SSN)

(FeseParmad | +—

I 4. Usemname & Password

b. Click the Set Username button to change to the selected email as your FEPAAS
system login.

c. Clicking the Reset Password button will result in your password being reset to your
date of birth (DOB) and last 4 of your SSN.
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4 Manager/Supv Tab

4.1 SUPV Information

a. Click on the Manager/Supyv. tab. The “Supervisor Representative (SUPV)
Introduction”, or “Agency Administrator (AADMIN) Introduction”, page appears.

,[Pﬂﬂs | FOURTH ESTATE
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSIEM

elcome, JOHN THOM!

[CNEFISTEMN Employees  Accounting  Reports  Reference My Info  Help

SUPV Introduction Supervisor Repri ive (SUPV) Introd

SUPV Reference
Welcome to the FEPAAS Support System

SUPVs in FEPAAS have access to both Privacy Act Information and Personally Identifiable Information (PIl); all care should be given to
protect this data

SUPV Lookup by OrglD

SUPV Lookup by Name
SUPY Admin Below are some key tasks and the steps to perform them:

OrglD Hierarchy Search
Perform Accountability
OrglD Lookup Page
—_— 1. Click the Accounting tab

Org Hierarchy Tree 2. Selectan event, and then click the desired button: View only my Org IDs or View all Org 1Ds (in your hierarchy).

3. Click on the desired Org ID link to account for that Organization.
Event Folders 4. You can export any results on the Accounting tab to Microsoft Excel

View Accountability Reports

1. Click the Reports tab.
2. Click the "All Agency Report” link (for high-level accounting summaries),
3. Click the desired "All Org ID" report link: by Org 1D or Agency (for Organization-based accounting status details).

Download Roster of Employees Within the Affected Area

b. Read this page to understand the capabilities and responsibilities of a Supervisor
Representative in FEPAAS.

Click the links on the left for additional Manager/Supervisor pages.

Clicking the “SUPV Introduction” menu item to the left of the page will return you to
the “Supervisor Introduction” page.

Note: This page also serves as a “Quick Reference Guide” to show you how to perform
many key tasks in FEPAAS.
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4.2 SUPV Reference
a. Click on the Manager/Supv. tab.

b. Click the “SUPV Reference”, or “Admin Reference”, menu item on the left. A set of
six panes will appear, each labeled with a specific reference category.

FEPAAS —
h | PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM —

e LRIl Employees  Accounting  Reports  Reference My Info  Help

SUPV Intrsduction

| suFv Reference

SUPV Logkup by OrglD.

SUPV Logkup by Nams
SUPV Admin
OrgiD Hisrsrchy Search

OrglD Lockup Pege

Crg Higrarchy Tree

Event Folders

Other Info
* FEPAAS PGCs [XLS) 6 Dot 2010

11 (FFT) 3.9M8
y2.3m8

c. Click the reference documents listed in the panes to download them.

4.3 SUPV Lookup by OrgID
a. Click on the Manager/Supv tab, if not there already.

b. Click on the menu item SUPV Lookup by OrgID. The “View Supervisors
Representatives” page is displayed.

FEPAAS |t ==
J PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

Come, JOHN THOM!

Manager/Supv. ng Reports Refe

ce My Info

Help

SUPV Intreduction

View Supervisor Representatives (SUPV)
SUPV Reference

| Viewsupverororgm:| | <+
SRV Lookup by OraiD

Assigned #Org IDs
SUPY Lookup by Name: Paygrade  Name E S

Phone Email Made SUPV

By Whom

SUPV Admin
OrgID Hierarchy Search
OrgiD Lookup Fage

Enter a Org ID and then click View.
Org Hierarchy Tree

Event Folders

c. Enter an ORG ID and click the View button.

View SUPVs for Org ID: |dddddd Export to Excel

Assigned #0Org IDs Made SUPV
ora 1D T Phone Email on By Whom

Paygrade  MName

FUGLAAR, PHYLLIS 4427275400 22 4185 phyllis fuglaarf@eu dodea edu 2012-01-04 SYSTEM, SYSTEM

09:55 SYSTEM
619-553- . 2011-08-24
THOM, JOHN L DDDDDD 1 0737 john.them@nawvy. mil 0853 Adams, Matthew D
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4.4 SUPV Lookup by Name

a. Click on the Manager/Supv. tab. The “Introduction” page appears.

b. Click the “SUPV Lookup by Name. The “Supervisor Representative Admin By Name”
page appears.

F [ F ﬂ ﬂ | FOURTH ESTATE
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SUSTEM

come, JOHN THOM!

LEZERECHLOM Employees  Accounting  Reports  Reference My Info  Help

A
SUPY Introduction Supervisor Representative Admin by Name aq

SUPV Reference

Last Hame [starts with) First Name starts with} Assigned Org 1D SSH (Full or Last 4 + Name)

SUPV Lookup by Name z
I— Results Per Page: |50 & To manage a SUPV, enter their name and/or Assigned Org 1D and then cli
/' >

SUPV Admin

- Pay Assigned = Org ID=
OrglD Hierarchy Search Action Grade Name Org ID. SUBN for Phene Email

QrglD Lookup Page

Qrg Hierarchy Tree SUPVs have the following capabilities in FEPAAS:

» View and update privacy information for everyone in their Org 1D or subordinate Org IDs. (Name, contact
Event Foiders information, dependents, etc).

» Search for any Fourth Estate Employee by SSN.

» Account for Employee in their Org ID and subordinate Org 1Ds.

When adding SUPVs to any COrganization, you are designating those persons with the autherity to act on behalf

of the supervisor or manager to perform the above functions! Please update this list as often as needed as there

is no automatic maintenance of this list when Employee leave the Organization. Itis up to the individual =
Organizations to control this list.

c. Enter your search criteria (e.g., a Last Name, SSN) and click the Find button.

e Entering a full SSN will override all other filter fields.

Supervisor Representative Admin by Name

Last Mame (starts with) First Name [starts with] Assigned Org 1D 55N [Full or Last 4 + Name)
L 1 [ ] L 1

Results Per Page: | 50 v‘ ’ Find ] ’ Reset ] To manage a SUPY, enter their name and/or Assigned Org ID and then cli

Total Results:1 MW 4 Pagediof1i b M

Pay Assigned = 0Org IDs
Action Grade MName Org ID SUPV far Phane Email

THOM, JOHN L DDDODD @ 618-553-0727 jehn.thom@navy.mil

d. Click "Manage" button to view all Org IDs a SUPV is responsible for.

SUPV: THOM, JOHN L Assigned Org ID: DDDDDD System Default UIC
#0Org 1D=s: 1 Phone: 619-553-0727 Email: jehn.them@navy.mil
Or S Made SUPV
O D 9 Organization Name By Whom
OODDDD | System Default UIC 52_1:2'06_24 Adams, Matthew D

Remove Checked Org ID(s)@ | Add OrgID(s) (@ | [ Back

e. Click in the box next to the ORG ID you want to add/remove from your list of
Organizations.

f. Click on the Add Org ID(s) button to add other Org IDs a SUPV should be
responsible for.
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g. You can remove Org IDs by clicking in the check box located next to the OrgID you
want to remove and and clicking Remove Checked Org ID(s).

You can only add Org IDs that you are responsible for.

4.5 SUPV Admin
Click on the Manager/Supv.tab.

b. Click the “SUPV Admin” menu item on the left. The “Manage Supervisor
Representatives (SUPV)” page appears.

r [ P ﬂ ﬂ s | FAURTH ESTATE
| PERSONNEL ACCOUNTABILITY and ASSESSMENT S{STEM

come, JOHN THOM!

tome [ICHESHNM Employees Accounting  Reports  Reference My Info  Help
SUPV Introduction Manage Supervisor Representatives. (Supv) [GYITT

SUPV Reference

Choose a Org ID to Manage

SUPV Lookup by OrglD
Orgip: | DDDDDD | [__Show SUPVs j—

SUPV Lookup by Name

SUPV Admin Last Name (starts with) First Name (starts with) Assigned Org ID S5N [Full or Last 4 + Name)
T i

OrglD Hierarchy Search | | | ‘ | ‘ \

0OrglD Lookup Page Results Per Page: ! 50 # [ Find ] [ Reset ] To add a SUPY, enter their name andior Assigned Org ID and then click Find.

Org Hierarchy Tree / / #0rg
IDs
Event Folders Pay Assigned  SUPY Made

Action Grade Name QrgID for Phone Email SUPV on By Whom

|

SUPVs have the following capabilities in FEPAAS:
» View and update privacy information for everyone in their Org ID or subordinate Org IDs.
(Name, contact information, dependents, etc)

» Search for any Fourth Estate Employee by SSN.
» Account far Employee in their Org 1D and subordinate Org IDs

c. Selectan Org ID (or type an Org ID if you are an Admin) and click the Show SUPVs
button to see a list of SUPVs assigned to that Org ID.

d. Enter your search criteria (e.g., a Last Name or SSN) and click the Find button.

= Clicking the Find button with only an Org ID entered as search criteria will
return a list of all employees in that Org ID.

* You may change the Org ID in the Org ID field; a SUPV does not have to
be assigned to the same Org ID to which you would like to add them as a
SUPV.

= Entering a full SSN will override all other filter fields.
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FEPAAS i ~
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM  ——
H

Manager/Supv. v unting  Reports  Reference My Info  Help

ame

SR Ination Manage Supervisor Representatives (SUPV)

SUPV Reference
Cheose a Org ID to Manage

SUPV Lookup by OrglD —_—

SUPYV Lookup by Neme

Les First Nam starts with) Assigned OrgiD S50 (Full o Last 4 Nams}

— ————
Results Par Page: | 50 ¥ To add a SUFV, enter their name andior Assigned Org ID and then didk Find.

O Hi Tee Total Results: 85 M 4 Fagsicf2 b M

Pay Asigned % Org IDs Mage
Ve rnioets Action Grade  Name OrglD  SUPVfor Phone Email SUPY on By Whom

I SURV Admin

OrgID Hiersrchy Search

OrgID Lockup Psge

ACKERMAN, N - o
v 1 J 20000 sydney. ackerman@navy.mi
Add @] oo ooney DDDDDD | 0 | 6196533484 ¥ kerman@navy.mi E
= 201042
Remove [ | CTR  Adams, Matthea D DDDODD 2 | Misssaerst mithewlxlmr o enryamd e Adams, Mattheu D

Add @ s, Wi © DOODDD | 0

Add @ “ONEZEO' PLEEET, DDDODD | 0 | 7576359530 rebert | skonzo@msc.navy mil
Add @] ¥  aRnoD.wILECH | DDDDDD | o | 2524m47741 willie.o.amoki@navy.mil
Add @ BAKER, EDWARD J DDDODD | 0 | 215-737-3978 edwzrd baker@moguire af mil

£

If you type an invalid Org ID into the Org ID field, you will receive the following
message:

Windows Internet Explorer x|

' Please enter a valid Org ID to manage. {10 characters long, [0-9, A-ZT)
.

4.5.1 Adding a SUPV
a. Click the Add button next to the desired person.

FEPAAS i ~
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM —

LRUEPRS Employess  Accounting  Reports  Refersnce  MylInfo  Help

SUPV Iniroduction

Manage Supervisor Representatives (SUPV)
SUPV Refersnos
Choose a Org ID to Manage

‘SUPV Lookup D —_—
(Bt b it Org 10: [DDDDDD ] [_Show SUFVs

SUPV Lookup by Name
B e —— Last Nems fstarts with) First Hems [starts ith) Assigned Org 1D 30 [Fullor Lest 4 Hams]

— — —
R
e JEE T A i At O M 5 P
Lockup Page

SUPV Admin

Crg Hisrarchy Tree

Py Asigned % 0rgIDs lade
L e Action Grade  Nams OrglD  SUPVfar  Phone Emsil SUPV an By Whom

. | ACKERMAN, . - - [ -]
BEIE] oo | Sy DODODD | 0 | S188348e sysney.ackermangnavy.mi :
> 201012
Remove g CTR | Adams, Matthew D DDDODD 2 61895538204 matthew.d.adams2@navy.mil 14088 Adams, Matthew D

add (@ Adsit, Wiiam © DODODD | 0 tesh com

- ALONZO, ROBERT i o
Add & DODODD | | 7578359530 bt Lskrzo@mec navy. mil
Add g ARNCLD, WILLIEC 1| DDDCDD | 0 | 262-484-TT41 willie.c.amold@navy.mil
Add @ BAKER, EDWARDJ | DDDDDD 0 | 2157373978 ecward bsker@moguire af il

&l mammse ameiaes + | nanann =

Dane @ Internet ia v He0%

Note: You can only select employees with an EDIPI (registered CAC).
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4.5.2 Removing a SUPV

a. Click the Remove button next to the SUPV you wish to remove.

Supervisor Users Guide

b. A confirmation dialog box will appear asking you to confirm the removal of the
SUPV. Click the OK button to remove them.
c. The SUPV list will update to show that the SUPV was removed.

SUPV Introduction

SUPV Reference
SUPV Lookup by OrgiD
SUPV Lookup by Name
SUPY Admin
OrglD Hierarchy Search

OrglD Lockup Page

Org Hisrarchy Tres

Event Folders

PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

\ F[Pﬂﬂ FOURTH ESTATE

. B Erployees  Accounting  Reporis  Refersnce My Info  Help

Org 0: [00DD0D | [Show supvs

sssignes org 10 S5t [Funor Last 4 tiams]

- | | —

To add a SUPV, enter their name andlar Assigned Org 1D and then dlick Find

T — st esms strts an)
L— 1
.'-Tma\ Results: 88 W 4 P;;-E-;-c;z yow T
Fay Assigned  #Org IDs
Action Grade  Name Crg 1D SUPV for  Phane

Made.
Emsil SUPV on By Whom

REHIE) | Yoo | Aoeruan. DDDODD | 0 | 9186533484
Remove [ | mCTR | Adams, MatnauD | DDDODD 7 | Sissssazes
Add @ \

Add ALONZD.ROSERT | popooD | o | 7a7-83885%0
Ak @ ARNGLD, WILLEC I | DDDODD o | 25resarrér
Add @ BAKER EDWARDJ | DDDDDD 0 | 2167373578

Adsit, Wiliam © DDDCDD | 0

2010-12-

Aams, Mattreu D
14 i

Done

& Interner 4 +| ®oow

Note: If you try to remove the last SUPV on the list, you will get the warning: “You will
need to add someone else first, or you will need to contact your Tier 1 supervisor to add
someone later”.

IMPORTANT: If you remove yourself, you may not be able to log back in!

4.6 OrglID Hierarchy Search

a. Click on the Manager/Supv. tab. The “Introduction” page appears.

b. Click the OrgID Administration menu item on the left. (If you are not an Agency
Admin (AADMIN), the menu item will be OrgID Hierarchy Search). The “Org ID
Viewer” page will appear with a list of all the Tier 1 Org IDs in the “Org ID Hierarchy”

pane.

FEPAAS-Supervisor-UG_v1.3

Page 23 of 44



FEPAAS

C.

Supervisor Users Guide

 FEPAAS -
H PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

Home [[UBMCERUENNN crployses  Accounting  Reports  Refersnce  MylInfo  Halp

SUPV Introduction
— —— B

SUFV Reference

¥ Search
SUPV Lockup by OrglD

SUPV Lockup by Mame Find Org IDs (starting with) dddddd

SUPV Admin DDDDDD System Default UIC

OrgID Hisrarchy Search

OrgID Loskup Page
Org Hisrarchy Tras Org ID: DDDDDD

Hame: System Defaut UIC
Tier: 1

Event Folders

Hierarchy L Street 1z
Systs i Street 2:
= e City:
Te DDD System Default UIC DD >
o e e ST State:
T en of DDDDDD (D Crg IDs):

Postal Cade:

If you know at least the first four characters of the Org ID you are interested in, you
may type them into the “Find Org IDs” field and click the Find button. The system will
return a list of Org IDs that start with those characters.

Note: You are not required to perform an Org ID search — you can go directly to the
lower “Hierarchy” pane to browse the hierarchy.

If you click on any Org ID in the returned list, the “Hierarchy” pane will update to
display where the organization is located in the hierarchy and any “children” that it
has. The Information pane to the right will update to display additional detailed
information on the selected Org ID.

Org ID Viewer

V¥ Search

Clear |

Find Org. IDs (starting with) H2G6IO Find

H2GSI0 INFORMATION OPERATIONS
H2GSI04A INFORMATION OPERATIONS
H2GSI0AB INFORMATION OPERATIONS
H2ZGSI0AC INFORMATION OPERATIONS
H2GSI0AD INFORMATION OPERATIONS
H2GSI0AEA INFORMATION OPERATIONS
H2GSI0AEC INFORMATION OPERATIONS
H2GSI0AI INFORMATION OPERATIONS ;I

Org. 1D: H2GEIO
Name: INFORMATION OPERATIONS
Tier 1 Command: H2G2D OFFICE OF DIRECTOR,DLA
Tier: 2
Parent Command: H2G2D OFFICE OF DIRECTOR.DLA
Street 1:
Street 2:

City:
State:
Postal Code:

Hierarchy

Defense Logistics Agency

Tier 2: H2GEI0 INFORMATION OPERATIONS

Tier 3 children of H2G6IO (9 Org. Ds}):

H1Z0ZAZAD HEADQUARTERS

HZG8I0A INFORMATION OPERATIONS
HZGSI0B INFORMATION OPERATIONS
HZGSI0C INFORMATION OPERATIONS
H2GEIOE INFORMATION OPERATIONS
H2GEI0) INFORMATION OPERATIONS
H2GEIOP INFORMATION OPERATIONS
H2GEI0S INFORMATION OPERATIONS
HBX3SZ JOINT E COMMERCE PROG OFC (JET)

In the above example, “H2G610” was entered as the Org ID search criteria and the
Find button was clicked. A list of matching Org IDs was returned.

In the results list, Org ID “H2G610” was clicked which resulted in it being highlighted
in blue, and the Org ID Hierarchy and the information panes updating to show related
information on that Org ID.
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g. Clicking on one of the Org IDs (H2G6I0OS for example) listed as a child of H2G610

will cause the “Hierarchy” and information panes to update again to show information

on the newly selected Org ID. See the result of performing this action below:

Org ID Viewer

W Search

Find Org. IDs (starting with) H2G6I0

Find | Clear

H2GEI0 INFORMATION OPERATIONS
H2GEI0A INFORMATION OPERATIONS
H2GEI0AB INFORMATION OPERATIONS
H2GEIOAC INFORMATION OPERATIONS
H2GEI0AD INFORMATION OPERATIONS
H2GEIOAEA INFORMATION OPERATIONS
H2GEIOAEC INFORMATION OPERATIONS
H2GEI0AI INFORMATION OPERATIONS

Hierarchy

* Defense Logistics Agency

Tier 4 children of H2GEIOS (2 Org. IDs):

H2GEI0SA INFORMATION OPERATIONS
H2GEI0SE INFORMATION OPERATIONS

ier 1 Command: H2G2D OFFICE OF DIRECTOR.DLA

Parent Command: H2GEIO INFORMATION OPERATIONS

Postal Code:

Org. 1D: H2GBIOS
Name: INFORMATION OPERATIONS

Tier: 3

Street 1:
Street 2:
City:
State:

h. The Hierarchy pane can be used to browse through the Org ID Hierarchy by clicking
on any of the displayed Org ID bars or the children listed for an Org ID. Clicking on
the top “Agency” bar will return to a list of Tier 1 Org IDs.

4.6.1 Editing the Org ID Hierarchy (Tier 1 SUPVs Only)

a.

If you are a Tier 1 Supervisor and you have browsed to an Org ID (as described in

the previous section) that belongs to a Tier 1 hierarchy to which you are assigned,
then you have the option to edit where this Org ID is located in the hierarchy, with

some restrictions.

SUPV Introduction

SUPV Reference

Org ID Viewer

¥ Search
SUPV Lookup by OrglD

SUPY Lookup by Name Find Org. IDs (starting with)

Find Clear

SUPV Admin
OrglD Hierarchy Search

0OrglD Lookup Page

Org Hierarchy Tree

Event Folders

Hierarchy

Defense Logistics Agency

Tier 2 children of H1JGM (2 Org. Ds):

H1JQMA DIR OF DISTRIBUTION SUPPORT
H1JAMC DR OF DISTRIBUTION SUPPORT

Create a new Org. ID: New Org. ID

Org. ID: H1JQM
Mame: DIR OF DISTRIBUTION SUPPORT
Tier: 1
Street 1:
Street 2:
City:
State:
Postal Code:
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b. You can only make a change to the horizontal location (within the same Tier 1
hierarchy) of an Org ID and the hierarchy that exists beneath it.

c. Click the Edit button. Editing options will appear in the Organization Information
pane on the right (the fields below can be edited).

SUPV Introduction

SUPY Reference

SUPY Lookup by OrglD

SUPY Lookup by Name

SUPV Admin

OrglD Hierarchy Search

OrglD Lookup Page

Org Hierarchy Tree

Event Folders

Org 1D Viewer

¥ Search

Find Org. IDs (starting with) Find | Clear |

Hierarchy

Defense Logistics Agency

Tier 2 children of H1JQM (2 Org. IDs):

H1JaW4 DIR OF DISTRIBUTION SUPPORT
H1JQMC DIR OF DISTRIBUTION SUPPORT

Create a new Org. ID: New Org. ID |

Org. ID: H1JQM

Tier: 1
Street 1:
Street 2:
City:
State:
Postal Code:

Save

Mave Command
Name: DIR OF DISTRIBUTION SUPPORT

Reset Cancel

d. Click the Move Organization button to open up a "Find New Parent Org ID" window.

Defense Logistics Agency Change |

Search

| rios J o

Find New Parent Org. 1D

Crg. ID:

Mame:

Hierarchy

Tier: m

Under: |Any of my commands

Any of my commands
DDDDDD Mo OrglD Assigned
[H1JOM DIR OF DISTRIBUTION SUPPORT

H2G2D OFFICE OF DIRECTOR DLA

H5GAJG DEFENSE SUPPLY CENTER RICHMOND

HSGADLC DEFEMSE SUPPLY CENTER RICHMOND

[ ot

Create a new Org. ID:

e. Type inthe Org ID if you know it, or use the following options to search for it.

f. In the “Tier” menu, click to select the tier for the Org ID you are searching for (NOT
for the current department). For instance, if you select Tier 2, the system will find all
possible Tier 2 Org IDs that exist in the selected "Under" the Tier 1 Organization.
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g. The Org IDs that appear in the "Under" pull-down menu are restricted to the Tier 1
Organizations to which you are assigned as a Tier 1 SUPV and Org ID “DDDDDD”
which is a container for inactive or invalid Org IDs.

h. Click on the desired Parent Organization Org ID if you see it in the list, or click the
“New Search” or “Revise Search” links to search again.

— Find New Parent Org. ID
Defense Logistics Agency Change

¥ Search

The Org. ID H1JQM has 1 tier(s} below it and can
only be moved under a parent that is a tier 8 (or
less).

Select a Org. ID below:

Crg. IDs 1-10f1

Hierarchy

Create a new Org. 1D:

New Search

Revise Searc!
H2G20D OFFICE OF DIRECTOR.DLA
Tier: 1 \

1

Cancel |

i. Confirm that the selection you made is correct, and then click the Save button.

Org ID Viewer

Defense Logistics Agency  Change |

¥ Search

Find Org. IDs (starting with) Find Clear

Org. ID: H1JQM Mave Command

Name: DIR OF DISTRIBUTION SUPPORT

Tier 1410650 OFFICE OF DIRECTOR,DLA
Command:

Tier: 2

Hierarchy

Parent . o0 OFFICE OF DIRECTOR DLA

Defense Logistics Agency

Tier 2 chidren of H1JOM (2 Org. Ds):

H1JQMA DIR OF DISTRIBUTION SUPPORT
H1JQWC DIR OF DISTRIBUTION SUPPORT

Command:
Street 1:
Street 2:

City:
State:
Postal Code:

Save | Reset | Cancel

Create a new Org. ID: New Org_ 1D

FEPAAS-Supervisor-UG_v1.3
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4.7 OrglID Lookup Page

The Org ID Lookup Page allows users to search for organizations based on Org ID,
Organization Name and/or State criteria.
a. Click on the Manager/Supv tab, if not already there.

b. Click the OrgID Lookup Page menu item on the left. The “Org ID Lookup Page” will
appear.

,E P ‘ ﬂ s | FOURTH ESTATE (s
| PEBSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

Help

Home [UELELEUSTM Employees Accounting Reports Reference My Info

SUPV Introduction

Org ID Lookup Page

OrgID: | (starts with)

SUPV Reference

‘Organization Name:l

State/Province:

lorgiD. City

i(cnmains)

SUPV Lookup by QrglD
SUPV Lookup by Name

SUFV Admin

State/Prov., Country
OrglD Hierarchy Search e Yy 3

0OrglD Lookup Page

Org Hierarchy Tree

I
Event Folders

c. Type your desired search criteria into the appropriate fields and/or select a state and
click the Find button. The system will return a list of matching Org IDs.

Note: The Org ID field is a “begins with” field, meaning the search will return all Org
IDs beginning with what you entered into the field. The “Organization Name” field is a
“contains” field meaning the search will return all the Org IDs whose command
names contain what you entered into the field. You can use any of the three search
fields individually or in combination with each other.

d. The Select and Cancel buttons are currently inactive.

4.8 OrglD Hierarchy Tree

The Org ID Hierarchy Tree page is an Administration tool to display the various Tiers of an
OrgID.
a. Click on the Manager/Supv. tab. The “Introduction” page appears.

b. Click the OrgID Hierarchy Tree menu item on the left. The “Org ID Administration
Tool” page will appear.

FOURTH ESTATE

B Manager/Supv.

SUPV Introduction

SUPV Reference
SUPV Lookup by OrglD
SUPV Lookup by Nsme

SUPY Admin

OrgiD Hierarchy Search

FEPAAS-Supervisor-UG_v1.3
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Org ID Administration Tool [
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) DODDOD System Defauit UIC
) DOTEST Test
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5 Employees Tab

a. Click on the Employees tab. The “All Fourth Estate Employees” page appears.

“Fourth Estate Employees” are Civilian Employees, OCONUS Contractors, and their
family members.

Enter any desired search criteria, such as an Event, and then click the Find button.
Note: You can change the number of results per page if desired.

FEPAAS i ~
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

All Fourth Estate Employees (@ Welp,
Last Nams First Nams 5N
Evnt ity i) ogio orpamzzbion Nams e Dssignation Homs city stats Dispiscsa ity stats
Ay Ave: [ I |1 1 11 ] [ M | | [ e Ay |
Results Per pagek_vi k [ Fnd ] Reset Add Employee Designaticn Definitions
. Y Mame ©  Fay G K g ID Designation Home Location Displaced Looaton

c. Clicking on a name will open the Employee’s “Full Profile” page.

5.1 Add Employee

You can add an employee to FEPAAS if they are not already in the system. Their SSN is
required, so please search for it first! To add family members of an Employee, use the

Full Profile page described in the next pane.

a. Click on the Employees tab. The “All Fourth Estate Employees” page appears.

) FEPAAS i ~
PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM

Accounting Reports  Reference My Info  Help

All Fourth Estate Employees (@) Help.

Evant

“L;t“m,, ‘:mim,“ oo Grganizstion Nams "“:r’"mu. Designation Homa City stats Dipiacsd City stats

Aoy e o | I ][ ] 1| ] [a i [ 1 [ay (& Ay o

Results Per Page: |50 [CFnd ] [ Reset | [ AddEmployes |  Designation Dfinitions

Event Name Pay Grade ) Designation R Home Location Displaced Location

b. Click the Add Employee button. The “Add Employee” window appeatrs.
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Last Finst Middle
Display Name: | Il | |
pos: || [ Jerern SSH] |(NoDashes)
Org ID: Org ID Lookup | D | Choose One v
— R

Primary EmailiLogin: | | Empu{nptmnan::l

Current Contact Info (Optional)

Country.
Address: |
S

Cell Carrer

Secondary Email: | |

[ Save and Add Another ] [ Cancel ]

c. Enter information in all of the available fields (the entire upper section is required)
and click the Save button, or Save and Add Another if you need to add more than
one.

5.1.1 Edit Employees Personal Information
a. Onthe Employees tab, click on the Employee Member’s name.

b. The “Full Profile” window opens to the Summary page.

Full Profile for ALONZO, ROBERT LLANES

Fourth Estate Family Information Summary [GJITT

To se= mare detsil for sny section, use the left menu.

s h
1. Summary Contact Information

2. Contadt Information Employee Home Address
Al A 56 Cl
3. Family Member Info Mame: ALONZO, ROBERT LLANES 4! LEMSFORD DR
WG05 VIRGINIA BEACH, VA 23458

4. Reset Password

O i DDDODD - System Defsult UIC UsAa

Phones Email Addresses

Home: 757-487-0014 Emaili: robert | alonzo@msc navy.mil

Work: 757-825-2930 Email2:

DSH:

Cell:

Family Information

Name Relationship Age

No Family Information

*=Frefemed Contact methad

c. Clicking on the menu items to the left of the window will display the corresponding
Full Profile pages. The Full Profile window for employees behaves identically to your
own Full Profile that is accessed through the

See section 3 on "My Info Tab" on how to edit Full Profile content for Contact
Information, Family Member Information, etc.
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5.2 Add for Event

Note: There is an “Action” drop-down menu to the left of each employee. One action on
this menu is Add to Event to indicate that an employee was affected by the event and
should be accounted for. See the following pages for details.

If someone in your organization was affected by an event, but isn’t listed as such in
FEPAAS, you can add them to the list of “Affected” employees for that event.

a. From the “Action” drop-down menu to the left of an employee, select Add to Event
from the drop down menu.

All Fourth Estate Employees (%) Help
Last N First M SsN
Evert [;ms jﬂ:] [S;;ds j\n”;:] Org ID Organization Name [Lf:!'jr] Designation Home City State  Displaced City State
Ay Active =] [msp | | | | [any =l IAny v“ Any -
Results Per Page ISD 'I Find | Reset | Add Employee | Designation Definitions

Total Results:500 4 4 Pageiof10 b M Export to Excel (2) Help

Action Event Mame Pay Grade Org ID Designation Home Location Displaced Location
[“select— =] Training WMSpnaranol, AutaTest A3 DODDOD  DOD CIILIAN EMPLOYEES  Anytown, ZZ =
[ select — =] Training MSprsra002, AutaTest VAD3 DODODD  DOD CIVILIAN EMPLOYEES Anytown, CA,

[Fselect— =] MSpnsranad, AutoTest va03 DDDDDD | DOD CIVILIAN EMPLOVEES | Anytown, €O Anytown, CT

e e MSpner004, AutoTest va03 DODODD  DOD CIVILIANEMPLOYEES  Anytown, €T

[~select— =] MSpnsranog, AutaTest VA0S DODODD | DOD CIVILIAN EMPLOYEES Anytown, CO Anytown, CA

[select - =] MSpRsrn 0, AutoTest a3 DODDOD  DOD CIVILIAN EMPLOYEES  Anytown, CT

b. Choose an event, check the “In the Area” box for the Employee and any dependents
that are affected, choose a reason, and then click Save.

Add Fourth Estate Family Member(s) to Event

Choose which event affected this Fourth Estate Family and check
to show who was in the area atthe time.

Addto Event: | Training | —
MameilLast, First Middle) In the Area

MSpnsraoos, AutoTest v I——Select rEES0n-- j
MSpnsraao3, / l' '

AutoTestDependenti

S EIBCT FEESON
Currently Warks in Area
Currently Lives in Area
On TDY in Area
Oin Leave in Area\

Save | Cancel

You can click Find again to verify that the new event is listed in the employee’s Event
column.
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6 Accounting Tab

Click the Accounting tab. The “Accounting Summary” appears.

b. Click on the Event pull-down menu to select an event, and then click one of three

buttons: View only my SUPV Org IDs, View all my Org IDs, or Go Straight to
Accounting.

FEPAAS | cvmsesmre
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM  —

Home  Manager/Supv.

Employses [EESMUELEN Reports  Refersnce My Info  Help

Accounting Summary

Event: v View only my SUPV Org Ds. f Wiew all my Org IDs & Subordinate Org IDs 1,

Go straight o Accounting |
Wiew the Accounting Summary Report for only iew the Accounting Summary Report far 2/l Org I0s in Ga directly to the Accounting page, whers you
1Ds vou are a SUPY for . vour hiersrchy . enter 3 Org ID and then:
b+ Download rosters, 3] ' Download rosters, 3]

b Wiew and set statuses by name. &

¥ View Org ID reports. [ v View Org ID reports. [ v Walidate personnel, ¥

" Acknowledge need to Account o ' Acknowledge need to Account g

* Link to Accounting. * Link te Accounting.

6.1 View only My Supv Org IDs

a. Clicking this button will display the “Accounting Summary” for your Supervisor
Organization IDs.

FEPAAS | [commesnr
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM ——

Home  Manager/Supv.

Employses [EVEMUELRE Reports  Reference My Info  Help

Accounting Summary

Event| v/ [ View only my SUPV OrgiDs ] [ Wiew all my Org IDs & Suberdinate Org IDs ] [__Gostraight to Accounting ]

Wiew the Accounting Summary Rep ronly Vfiew the Accounting Summary Report for gll Org IDs in Go dirzctly to the Accounting pags. whers you
1Ds vou sre s SUPV for vour hierarchy . entsr 3 Org ID =nd then:
» Downlozd rosters. 5]

+ Download rosters, 2] ' View and set statuses by name, @

» View Org ID reports. [ ¥ View Org ID reports, [ ' validate personnel, ¥

" Acknowledge nesd to Account g ' Acknowledge need to Account

* Link to Accounting. * Link to Accounting.
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Accounting Summary

Event:| DLA DENO = View only my SUPV Crg IDs

View all my Org IDs & Subordinate Org IDs

I Go straight to Accounting I

MNews Feature! Click the "Acknowledge Accounting” icon next to your Organization(s) to indicate that vou are aware of the need to Account.

12 rows (Click Org ID to Account)

As of 12 Sep 2010 at 1219 PDT

Di‘;’;’“d View Repart Am::‘"hng Ong ID Cemmand Name "m_*F:fn“"’\;‘::'m) {m:_tﬁﬁm) % Accounted # Accounted # Unaccounted

| All My Orq IDs | Totals for My Org IDs 2694 416 2% ] 407
| = g DDDDDD No OrglD Assigned 2271 0 0% 0 0
=) = & H2G2D OFFICE OF DIRECTOR DLA 3 0 0% 0 0
=) = & JBHED DIR, DLA HUMAN RESOURCE CENTER 15 15 0% 0 15
=) = &« JeHonce ﬁ.uu« HUMAN RESOURCE CENTER 19 19 18% 3 18
=) = & JBHSDCC DI, DLA HUMAN RESOURCE CENTER 11 1 0% 0 1
=) = ,"\JSHEDED DIR, DLA HUMAN RESOURCE CENTER 14 14 0% 0 14
=) & JSHIDCE DI, DLA HUMAN RESOURCE CENTER 12 12 0% 0 12
=) xj_, JBHSDDA | DIR, DLA HUMAN RESOURCE CENTER 88 7 0% 0 o7
= = & JSHIDDB  DIR, DLA HUMAN RESOURCE CENTER 54 53 0% 0 53
& = & JBHSDOC | DIR, DLA HUMAN RESOURGE CENTER 58 56 0% 0 56
E;\j & JBHSDTNCG  DIR, DLA HUMAN RESOURCE CENTER 189 189 4% [ 163

b. Click on your Org ID on the left to account for it (or All My Org IDs to account for

anyone in your Org ID hierarchy).

c. From the icons on the left, you can Download a Roster or View a Report or
Acknowledge Accounting for any of your organizations.
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6.2 View All My Org IDs and Subordinate Org IDs

a. While on the “Accounting Summary” page, click on the View Report icon for a
specific Org ID. The “Org ID Accounting Detail” report will appear in a new window.

FEPAAS | ivmesure
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM e —

PUSMLIEY Reports  Reference My Info  Help

Home Manager/Supv. Employees

Accounting Summary

Event| v [ View only my SUPV Org Ds ] [ View all my Org IDs & Subordinate Org Ds J [ Go straight to Accounting ]
k View the Accounting Summary Report forgnly  View the Accounting Summary Report for gll Org IDs in wrmmu the Accounting page; where you
IDs vou are a SUPY for . vour hierarchy . er a Org 1D and then:
+ Download rosters, B * Downlosd rosters, =] View and set statuses by name, ©
» View Org ID reports. [ » View Org ID reports, [ ' wvalidate personnel, ¥
" Acknowledge nesd to Account ' ' Acknowledge nzed to Account o’
* Link to Accounting. * Link to Accounting.

0Org ID Accounting Detail

Org ID: J8HIDCA - DIR, DLA HUMAN RESOURCE CENTER Event: FEPAAS Demo Event As 0 09 Sep 2010 at 1605 PDT
ma— Mcg‘”‘“f"“ ME’"“”"“ Z‘”‘ ““g“”ted Not Accounted DUSTWUN / Not Present in Reported /Nt | ) T
gnation urren ispl ﬁ.CE ar, For EAWUN GROI Validated nreporte: otal
Residence Location Deceased

CONTRACTOR 0 0 0 0 0 0 0 0 0
DOD CIVILIAN EMPLOYEES 2 1 0 0 0 0 0 6 19

NON APPROPRIATED FUNDS (NAF)
EMPLOYEES 0 ! 0 ! ! ! 0 o @
Total 2 1 o o o o o 16 19

b. Close the window when finished, or return to the previous page and open other Org
ID reports side-by-side.
6.3 Go Straight to Accounting

a. While on the “Org ID Accounting Summary” page, click on either the All My Org IDs
link or a specific Org ID’s link.

FEPAAS | [ovmmesur
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM —

PYSMLEN Reports  Refersnce My lInfo  Help

Home  Manager/Supv. Employees

Accounting Summary

Event: v View only my SUPY Org IDs I Wiew all my Org IDs & Subordinate Org IDs. ] [ Go straight to Accounting |

Wiew the Accounting Summary Report for aniy View the Accounting Summary Report for all Ong IDs in Go directly to the Accounting pageghers you
1Ds vou sre 5 SUPV for vour hierarchy . entsr a Org 1D snd then:
» Download rosters, 3] Download rosters, 5] b View and set statuses by name,

¥ View Org ID reports. ]

Wiew Org ID reperts, [7] ' validats personnal, o

" Acknewledge need to Account Acknowledge need to Account

* Link to Accounting. Link to Accounting.
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Accounting Summary

Event:| DLA DEMO = View only my SUPV Org IDs View all my Org IDs & Subordinate Org IDs I Go straight to Accounting I

MNews Feature! Click the "Acknowledge Accounting” icon next to your Organization(s) to indicate that vou are aware of the need to Account.

12 rows (Click Org ID to Account) As of 13 Sep 2010 at 1219 PDT
D"R“;;‘;“ View Repart Am:?"hnu Ong ID Cemmand Name "m_#F::“’\;‘::'m) (Hq:_’:ﬁz:m) % Accounted # Accounted # Unaccounted
| All My Org IDs | Totals for My Org IDs 2694 416 2% 9 407
| ==z g DDDDDD rglD Assigned 2271 0 0% 0 0
=] i) & H2G20 OF F DRECTOR, DLA 3 0 0% 0 0
=) i & JBHSDCA | DIR, DLA HUMAN RESOURCE CENTER 15 15 0% 0 15
=) =] &« JEHIDCE | DIR, DLA HUMAN RESOURCE CENTER 19 139 16% 3 18
=) i & JBHSDCC  DIR, DLA HUMAN RESOURCE CENTER i1 11 0% 0 11
=) =] g 18HIDCD , DLA HUMAN RESOURCE CENTER 14 14 0% 0 14
=) = &N JEHIOCE  DIR, W HUMAN RESOURCE CENTER 12 12 0% 0 12
=) =] & JBHSDDA | DIR, DLA HUMAN RESOURCE CENTER 88 67 0% 0 67
= =] & JEHIODB  DIR, DLA HUMAN RESOURCE CENTER 54 53 0% 0 53
=) i) & J8HID0C | DIR, DLA HUMAN RESOURGE CENTER 58 56 0% 0 56
B i & JBHSOTHNCA | DIR, DLA HUMAN RESOURCE CENTER 169 169 4% (3 183

b. The “Accounting for Fourth Estate Employees” page will appear:

Accounting for Fourth Estate Employees @ Help
Last Hame First Hame ) - ) Org ID Summary:  JSHSDCB
Event (starts with) (starts with) Full 55N Designation Type Org 1D Accounting Status F = =
# Accounted: 3
BRI B | Any x| |ssnsoce | [any =l Jan E3 ¥ 18
Records Per Page: |80 = Reset Filter Add Employee | Accounting Status Definitions
Total Records Shown: 19 Save Page | ot Page | M 4 Pagetof1 b M Exportto Excel
Accounted For At Other Accounting Options:
Added to
Ewent Current Location  Displaced Location (2.9 Deceasad,
Name (Mouse- Org ID Clear o~ ~ Net Accounted For, Notes. Last Accounted By
over for Mot Present in GACH, etc.)
rzason)

Adstt, Wiliam C{ DDDDOD } =
2010-08-08 15:31 PST

JEHSDCE Clear 8 8 8 I -

JBHSDCB Clear Adsit, Wiliam C{ DDDDOD

2010-09-09 15:31 PST

"y
"y
o]
j

VY Y Y

Adsit, Wiliam C{ DDDDOD »
2010-08-08 15:31 PST

o[ &

ol F

o[ H

ol F

o[ H

c. You may enter any search criteria, such as Name, Org ID, or Accounting Status, and
then click the Find button.

d. Click the radio buttons to set an accounting status for a person. The blue highlighted
cells indicate an existing accounting status.

JEBHSDCB Clear

JBHSDCB Clear

JEHSDCE Clear

JBHSDCB Clear

s RNs RN NNl s’
o Nilie Rille Niie NiNe |

JEHSDCE Clear

e. Click Save Page to save your changes, or click Reset Page to undo all changes.

FEPAAS-Supervisor-UG_v1.3 Page 35 of 44



FEPAAS

Supervisor Users Guide

Accounting for Fourth Estate Employees _r‘_m
Last Hame First Name . ! . Org ID Summary: JEHBDCE
Event {starts with} {starts withy Full S5N Designation Type Org ID Accounting Status P ot — =
#A ted 3
|oLapemo = | | [ Any x| |ssnence | any =l [fan =l - oo an
Records Per Page: |50 ¥ Find | Reset Filter | Add Employee I Accounting Status
Total Records Shown: 12 Save Page | Reset Page | M 4 Pagetof1h M Exportto Excel
Accounted For AL ‘Gther Accounting Options:
Added to
Event Curent Location  Displaced Location {e.g. Deceased,
Name (Mouse- Org ID Clear Not Accounted For, Notes Last Accountsd By
over for Not Present in GACI, ete)
reason)
49860 Clear - o) fe) g P i G A j
W el e bedL. S
st 86253 Clear » (s o | L mmmae s v e
Bp—— = . LB | s \
|-e it " /Clear ‘o o (o] = > ": - il

f. To view or hide dependents of an employee, click the “+” sign next to the employee’s

name.

from the drop-down menu.

If you choose “Other Accounting Options,” you will need to specify the correct reason

The radio buttons in the header set an entire column to that accounting status (e.g.

“Accounted for at Current Location”). To clear the settings for any person, click the
Clear link in that person’s row.

i. The last two columns show when and who set the accounting status for each person.

j- If you have unsaved changes, and try to search again, or navigate away from the
page, the following warning will appear:

Windows Internet Explorer

L2

‘ou are leaving this page with unsaved information,
Are you sure you want ko leave this page before saving?

[ ok

|[ Cancel ]

Click OK to abandon the changes, or Cancel to return to the accounting page.

6.3.1 Account for Employees - Notes

Accounting for Fourth Estate Employees (@) Heip |
LastHame First Hame Org ID Summary: J8H30C8
Event (e R Full SSH Designation Type org D Accounting Status Population — =
# Accounted 3
oLADEMO =] | [Any x| [ssnsocs [Any = [an =l . 25
Records Per Page: [50 = Find | Reset Fiter | Add Employee | Accounting Status Definitions
Total Records Shown: 19 Save Page l Reset Page | M 4 Pageiofi b M Exportto Excel
Tocounted For At Tther Recounting Options:
Added to
Event Current Locatior Displaced Locatio {29 Decessad,
Name Mouse- Org ID Clear ~ ~ Not Accounted For, Notes Last Accounted By
over for Not Present in GAOI, <tc.)
reason)
; 49860 Clear » C o = O — j
N L
? sitiaid 86253 Clear » o L i (B by
}—o sdhadiie EIES Clear o G (@) = =4 -~
Lo apem ” cear » o ol H L -

a. To add an accounting note for an Employee, click the L? icon in the “Notes”
column. (The “Accounting Note” window will appear)
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Accounting Note for BROWN, NANNIE SUE - FEPAAS Demo Event

sco =
Save Cancel .
e es the no
indi
individual. (Requires 2 note to
Date / Time Note Who

Ho Note Provided

b. Type a note into the window, then click the Save button. The note will appear
along with the date/time entered and your name in the “Who” column.

c. Click the Close button. The note window will close and the L icon will change to
a 5 icon to indicate that there is a note.

d. To view existing notes, click the £¥ icon. To add additional notes, click the Add
Note button.

Accounting Note for BROWN, NANNIE SUE - FEPAAS Demo Event

soounting is In Froge
Add Note .

s bo es icon 35 an
indication that sfforts are o locate this
indi 2quires a nof shanges

Date / Time Note Who

09-10-2010 11:18 AM PDT Test Accounting Note... Adsit, William ©

Close

6.4 Accounting Definitions

6.4.1 Accounted for At:

Current Location/Residence - Accounted for in either primary location for work or
residence. Not displaced by event; not evacuated.

Displaced Location - Accounted for in a location other than primary location for
work or residence AS A RESULT OF the event. Displaced or evacuated.

6.4.2 Other Accounting Options:

Not Accounted For - Not located after significant effort. Location efforts must
continue until status is resolved. Detail actions taken to locate in notes.

Deceased (due to Event) - Casualty as a direct result of the event (requires
positive confirmation). If deceased due to other circumstances, use "Not in GAOI-
Deceased (hot by event)". Ensure all required Casualty Reports are made ASAP.

Not Present in GAOI - Not Present in Geographic Area of Impact (requires
positive confirmation). Selecting "Not present in the GAOI" confirms employees are
not in the GAOI. If unsure, select "Not Accounted For" instead.

e Transferred - To location outside GAOI
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Deployed/TDY - Outside the GAOI

On Leave - Outside the GAOI

Separated/Retired (Past Sep/RET date) - Regardless of location
Deceased (other than result of this event)

UA/Deserter - Location unknown

Other - Detail reason in notes

6.4.3 Accounting Terms:

Accounted - A member is considered "accounted" when any of the following
statuses are reported:

e Accounted for at Current Location

e Accounted for at Displaced Location

o Deceased (by Event)

e Not Present in GAOI

Unaccounted - A member is considered "unaccounted” when any of the following
conditions apply:

e Reported as “Not Accounted For”

e Unreported accounting status

Reported - A member's accounting status is recorded in FEPAAS.
Unreported - No accounting status is recorded in FEPAAS.
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7 Reports Tab

a. Click the Reports tab to display the reports page.

b. Supervisors can click on the links to view these types of reports. (Some reports will
require you to choose from a drop-down menu or enter an Org ID, and then click a
View Data button).

c. To return to this page from any of the reports, click the Reports tab again.

FEPAAS s ~
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM —

Home Manager/Supv. Employses Accounting [UULELEN Refersnce My lInfo  Help
Personnel Accountability Reports

All Agency Reports All Org ID Reports
» All Agency Report » AllOrg ID Report by Org ID
+ Performance Report - First 100 Hours {a k.a. "Snake + Al Org D Report by Hierarchy
Chart™}
Archived PA Reports

+ Archived PA Reports

Other PA Reports

+ Accounting Roster by Event and Org ID

7.1 “All Agency” Reports

This report shows all Employee designation types and the personnel accountability (PA)
numbers broken down for each one.

a. Click the “All Agency Report” link on the Reports page.

PA DLA Report
Event: [TRAINEX 1~ <
Tier 1: [H2G2D OFFICE OF DIRECTOR,DLA =l
View Data \
Hide Filter
As of 07 Jul 2010 at 1340 PDT Export to Excel
Agency: DLA Total Affected Accounted For % Accounted For Unreperted Unaccounted For Accounted For - Displaced Deceased
1. DOD Civilans 3 0 0% 3 0 0 0
2. MNAF Civilians 0 ] 0% ] ] o o
3. DOD Contractors 0 (1] 0% (1] (1] o 0
4. FM= of DOD Civiliane 0 0 0% 0 0 0 0
5. Flls of NAF Civiians 0 0 0% 0 0 0 0
6. FM= of DOD Contractors 0 ] 0% ] ] o o
Total 3 o 0% 3 o o o

b. Choose an Event and Tier 1 from the drop down menus (or “All” to see a combined
report).

c. Click View Data and the following table will appear.
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d. Click the “Export to Excel” link to open this report as an Excel spreadsheet.

) pa_DLA_Report 07)ul20101340PDT[1]xls [Compatibility Mode] - X
A B c D E F G H ‘i‘
1 PA DLA Summary: TRAIN-EX
As of 07 Jul 2010 at 1340 PDT
% Accounted
Agency: DLA A;:::L d Acc:z:ned Accounted | Unreported Unac;gl[mted For - Deceased
3 For Displaced
4 1. DOD Civilians 3 0 0.0% 3 0 0 0
5 |2. NAF Civilians 0 0 0.0% 0 0 0 0
6 3. DOD Contractors 0 0 0.0% 0 0 0 0] |=
7 |4. FMs of DOD Civilians 0 0 0.0% 0 0 0 0
4 |5. FMs of NAF Civilians 0 0 0.0% 0 0 0 0
9 |6. FMs of DOD Contractors 0 0 0.0% 0 0 0 0
10 | Total 3 0 0.0% 3 0 0 0
11
12
13
14
15
16
17
W4 » W] Summary FJ [ I [ 3 [

e. Choose another Tier 1 or click the Reports tab to return to the main Reports page.

Note: “Unaccounted For” includes employees reported as “Not Accounted For” as well as
those unreported.

7.2 “All Org ID” Report by Org ID

This report shows the accounting numbers for a single Org ID as well as it's reporting
path up the chain of command.

a. Click the “All Org ID Report by Org ID” link on the Reports page.
b. Choose an event and enter an Org ID.

c. Click View Summary and the following table will appear.

PA All Dept ID Report by Dept ID

Event. | AutoTestEventh :v |

DeptlD: IATUAD1

View Summary | [ Reset |
Hide F|R
A 0f 18 Sep 2009 at 1710 PDT [ Download Summary || Download Detail |
Dept 1D Reporti k
Event  Total  Total  Acet. %Acct Reporting Path Tier
|
Dept D Unit Hame lame AssianedAffected for  For  ALASCL 1 [ 3 In A0l
AUTOMATED TEST AUTOMATED TEST
ATUADT UIC HA T1 AutoTestEve 2882 174 a3 S7% M UIC HA T4 N

d. Click Download Summary to download an Excel spreadsheet with the displayed
summary.

e. Click Download Detail to download a detailed Excel spreadsheet (140 columns)
with accounting statuses for each Employees Designation type in the Org ID.

FEPAAS-Supervisor-UG_v1.3 Page 40 of 44



FEPAAS Supervisor Users Guide

7.3 “All Org ID” Report by Hierarchy

This report shows the accounting numbers for all Org IDs under a selected point in the
Fourth Estate Hierarchy. Choose a starting point by selecting a combination of tiers.

a. Click the “All Org ID Report by Hierarchy” link on the Reports page.

b. Choose an event and at least a “Tier 1” Organization. “Tier 2" and “Tier 3" selections
are optional.

c. You can also specify a “% Accounted for” filter setting of 100%, less than 100% or
0%.

d. Click View Summary and the following table will appear.

PA All Org ID Report by Hierarchy

Event I TRAIN-EX = I

Tier1 |H2G2D OFFICE OF DIRECTOR,DLA =l
Tier 2 I'—ﬂ_. | \
Tier3 I—n_. =

% Accounted For: | Any -

View Summary Reset |

As of 07 Jul 2010 at 1340 PDT, 3 rows (including total row) Download Summary | Download Detail |
Event Total Total % Acct  Org DAl Reporting FcPorting
Org ID Unit Name Name e i e Acct. For For Aoct For Acknowledged Path Tier 1 Pathz'her Reporting P jer 3 In GA
Total TRAIN-EX 3 3 0 0% H H
DIR, OLA HUMAN OFFICE OF  HUMAN  DIR, DLA HUMAN
JBHIDP | oFcQURCE CENTER LS 2 2 g Ci L] DIRECTOR,T RESOURC RESOURCE CENTER 3]
DIF, DLA HUMAN OFFICE OF | HUMAN | DIR, DLA HUMAN
JBHODS | pESOURCE CENTER TRAN-EX 1 ! 0 0% N N DIRECTOR,L RESOURC RESOURCE CENTER N

e. Click Download Summary to download an Excel spreadsheet with the displayed
summary.

f. Click Download Detail to download a detailed Excel spreadsheet (140 columns)
with accounting statuses for each Employees Designation type, in each Org ID.
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8 Reference Tab

a. Click on the Reference 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 iz = i
| PERSONNEL ACCOUNTABILITY and ASSESSMENT SYSTEM —

‘Welcame, JOHN THOM!

Home Mansger/Supv. Employses  Accourting  Reports [EEUSEESSE My Info  Help

Key Phone Numbers 4
Fourth Estate Agency Phone Humbers
Agency Phone Number{s)

Directory

Business Transformation Agency (BTA) -
Faort Belvior: (800) 845-7606
West Region® (519) 524-4800, DSN: 524-4500
Mid-West: (937) 784-1096 |
South Region: (256) 722-1100, DSN: 569-1100
Defense Advanced Research Projects Agency (DARPA) 703-526-6630
(804) 734-8000 ext. 43059
DSN: G87-8000 ext. 43059
Defense Contract Audit Agency (DCA&) 703-767-3265
Defense Human Resaources Activity (DHRA}
Defense Leqgal Services Agency (DLSA)

Defense Acquisition University (DAU)

Defense Commissary Agency (DECA)

USCENTCOM

Comm : 813-827-3066/DSN : 651-3066

FAX: 813-827-3067/DSM : 651-3067
DLA EUROPE (DLAE) &

Online Resources

* DFAS/Miltary Pay
" FEMA

" My Biz

- My Pay

" LSA Govemment Made Easy
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FEPAAS

9 Help Tab

Supervisor Users Guide

a. Click on the Help tab to display the Help page. The first pane has FAQs.

Home Manager/Supv. Employees Accounting Reports Reference My Info

FEPAAS Help User Guides and other Downloads

FEPAAS Support Users - Frequently Asked Questions

General Questions

*  What are the URLs for FEPAAS for Civilian Employees and Support Personnel? 4—
* Howdo | getausername and password for FEPAAS?

*  What level of security clearance will individuals be required to have in order to access the
FEPAAS Support site?

*  If communications or power are down, how do we use FEPAAS?
* Whydon1l see some of the tabs like Employees or Organization when | log into FEPAAS?
*  What does GAQI stand for again?

’[F‘ﬂs/ FOURTH ESTATE
PERSONNEL AGCOUNTABILITY and ASSESSMENT S{§TEM

elcome, JOHN THOM!

| " ERP Wallet Card - DLA (PDF) 95KB A
=1l |* FEPAAS DeCA SUPV Training Feb2011 (PPT) 2.9MB
* FEPAAS Employee Users Guide (PDF) - 1.2MB
* FEPAAS Supenvisor Users Guide (PDF) 2 3MB

" FEPAAS SUPY Training Sept2010 (PPT) 3.9MB

v
A

Fourth Estate Toll Free Numbers for Personnel
Accountability
1-877-688-1654

1-877-681-6194 (TTY/TDD) 3

Pl Release Notes =]

Feedback / Support Requests

Have an idea to improve this site?
Other comments or suggestions?

Want to report a bug?
Submit a formal change request?

FEPAAS Feedback FEPAAS Support

© o

improvements.

o

request.

®

FEPAAS-Supervisor-UG_v1.3

FEPAAS Release Notes

Version 4.1 - January 2012

Changes since last version:
.
» Added Forgot Username Passward Capability
+ Added Mobile Web version for Personnel

accountibility
» Fixed known bugs

You can download User Guides and files on the right side.
Click the FEPAAS Feedback button to enter comments or suggested

Click the FEPAAS Support button to report a bug and submit a formal change

The “Release Notes” show changes and improvements in the latest version.
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FEPAAS Supervisor Users Guide
10 Acronyms

AADMIN Agency Administrator (FEPAAS user type)

CAC Common Access Card

DEERS Defense Eligibility Enrolment System

DMDC Defense Manpower Data Center

DOB Date of Birth

DoD Department of Defense

EDIPI Electronic Data Interchange Personal Identifier

FAQ Frequently Asked Questions

FEPAAS Fourth Estate Personnel Accountability and Assessment System

GAOI Geographical Area of Interest

ID Identification

Org ID Organization ID

PA Personnel Accountability

PDF Portable Document Format (Adobe Acrobat file format)

POC Point of Contact

SD San Diego

SPAWAR Space and Naval Warfare

SSC SPAWAR Systems Center

SSN Social Security Number

SUPV Supervisor Representative (FEPAAS user type)

TDY Temporary Duty
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