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Summary of Changes Publish Date
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originating installation, conference setup: text modified.
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Updates include: Ability to transition issues horizontally to
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permissions for delegate access, additional (optional) 09/2011
review | evel added, fifabi |l it
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Chapter 10 Introduction to Army OneSource Army Family
Action Plan (AFAP) Issues Management System (IMS)

Welcome

The AFAP I MS program provides a mechanism for
global forcei Soldiers, retirees, Departmesftthe Army Civilians, Family Members, and
Survivors, to identify issues of concern that impact the quality of life for Army members.

Registered users can submit these issues online. Issues are reviewed and managed by AFAP
staff. Through this process,s8es requiring actions are prioritized, assigned to a lead agency for
resolution, and an action plan is established to achieve desired cHdmggissues are monitored
through a formal process that dictates leadership review, guidance, direction, avélappr

Who Should Use This Manual

The AFAP IMS Local Manager User Guigeesents an overview for how Local Managers
handle issues submitted to them and track the progress of their resolution.

Chapter ‘ Description

Chapter 18 Introduction to Army
OneSource Army Family Action
Plan (AFAP) Issues Management
System (IMS)

This chapter provides an overview of AFAP IMS.

Table 1: Who Should Use This Manual? | Thjg chapter provides Army OneSource Local Managers the
Chapter 28 Using AFAP IMS procedures for handling and tracking issues submitted to them.

This section provides Local Mangers a quick desk reference for

Getting Started with Army handling and tracking issues.
OneSource AFAP IMS Local

Manager Quick Reference Guide

Acronyms Acronym List

Table 1: Who Should Use This Manual?
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Chapter 20 Using AFAP IMS

Overview of AFAP IMS Issue Review Process
There are twelvetages in the issue review process.

Stage 1i Submittal

1 Submit an issue to Local AFAP Managers.
1 Log on to the system at any time to view the progress of your issue.
1 Search for AFAP issues.

Unit/ Tenant Unit/ Installation Level

Stage 2 Local AFAP Staff Review

1 Accept the issue for further review Resdve the issue if applicable
1 Edit thelssue Details ileemed necessary acaimplete workrequired incurrent stage
1 Prepare the issue to be discussed at an annual Local Conference, and then assign the issue
to a workgroup for the conference.
Stage 3 Local AFAP Conference

1 Delegates divide into workgroups by category (Family Support, Medical, Benefits &
Entitlements, etc.)
1 Workgroups review and prioritize the issues.
1 Delegates write dispositions for the issues they have reviewed.
1 Delegates brief the faritized issues to senior leadership.
Stage 4i Local AFAP Leadership Review

1 Edit issue based on conference results. Information entered by the submitter is retained.
1 Setissue status for issues reviewed at conference
1 Approve ancelevateissues tiMid Levelreview.

*** See Special Exceptions on Page 4. Some Tenant Units follow a different review process.
Stage 5 Regional Staff Review

Mid Level Command

Stage 6i AFAP Mid Level Staff Review
1 Resolve the issue if applicable, or

http://www.myarmyonesource.com/ 2
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1 Prepare the issue be discussed at an anniéitl Level Conference, and then assign the
issue to a workgroup for the conference.

Stage71 Mid Level AFAP Conference
1 Delegates divide into workgroups by category (Family Support, Medical, Benefits &
Entitlements, etc.)
1 Workgroups review and prioritize the issues.
1 Delegates write dispositions for the issues they have reviewed.
1 Delegates brief the prioritized issues to senior leadership.

Stage 8 Mid Level Leadership Review

1 Edit issue based on conference results.i@aigubmitterinformation is retained.
1 Setissue status for issues reviewed at conference.
1 Approve ancelevateissues to HQDA review.

HQDA Level

Stage 9 AFAP HQDA Staff Review

1 Prepare all issues to be discussed at the annual HQDA Conference, aaskigerthe
issues toworkgrouys for the conference.

Stagel01 HQDA AFAP Conference

1 Conference delegates divide into workgroups by category (Family Support, Medical,
Entitlements, etc.)

1 Workgroups review and prioritize the issues.

1 Delegates write diggsitions for the issues they have reviewed.

1 Delegates brief the prioritized issues to senior leadership.

Stage 17 HQDA Leadership Review

1 Edit issue based on conference results; previous versions of the issue are retained in the
database for historictdacking.

1 Setissue status for issues reviewed at conferenceiEachue i s ei ther #fAres
escalated to the nextlevieFAF AP | ssueo.

1 Make an HQDA Issue afAFAP Issue.

AFAP IssuelLevel

Stage 217 AFAP Issue

1 A selection ofAFAP Issuess submited to the General Officer Steering Committee
(GOSC) biannually for their review and status determination. Each issue remains active
until it is determined to bcompleted, ficombinea, or fiunattainablé .

http://www.myarmyonesource.com/ 3
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Exceptions to the AFAP IMS Review Process

Most issies will go through an issue review process, much like the one described. The process

includes review at the following |l evels: fSub
becoming an AAFAP | ssueo. Wi t hinmssthrlougls revi ew
stages at each | evel. For example, the fiLoca
AStaffo, AConferenced and fALeadershipdo review

There are a few exceptions to this normal review proedssh we will now describe.
There are other possible workflows when some tenant units submit an issue.

1. Some tenant wunit s AFAPIMSAdrenisteators flag axtenant umitfor Re vi e v
an Al ni t jaaddditiBrallevekisgdded to the review process. The first stages after issue
submittal are Alnitial Staffo, Alnitial Confer

2. If atenant unit has no assated commandnif | n iRevieva hormally takes place araften
replaces he AL oc alheisseevk iepwvd .t hd A L cscemttdi Re dvele wd and
R e v i andvabove. In this casapfinitial R e v i isadded tathenormalreview process and
the NRewvaieskippedThe Al niti al Revi ewdciarl eRsesvd reoned . r

3. If atenant unit has an associated command unitaafidl n Revievé | assignedthen the issue
is sent through initial review®nto the local command reviews, and then on to mid level
reviews. In this caseanfinitial R e v i isaddedo the normal review process

4. In special cases, issues submitteddnantunits (e.g. USMA) skip théMid Level Reviewo ; t hes e
issues submidirectly tofHQDA Reviewo f r om t he ALocal Revi ewo

5Within the AlnitialwoReviemwmhtamnudifilsoanaly Reypias s

6. A ANARegional Staff Reviewd may be added foll ov

Listed below is a chart, which shows the normal and possible variations to the issue workflow.

Organization Submittal Initial Local Mid Level HODA

- X
X

Installation (normal)
Tenant Unit (normal)
Tenant Unit

Tenant Unit

Tenant Unit

USMA

National Guard
Reserves

X X X X X X X
X X 1
X X X v

X X X X X

x
X X X X X X X X

Table 2: AFAP IMS Issue Workflows

http://www.myarmyonesource.com/ 4
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Army OneSource AFAP IMS Users

Review theg(4) types of individuals who manage airticipate in Army OneSource AFAP IMS:

AFAP IMS Description

User Type

Registered This individual is Al ogged/ signse

User |l ssueso; and, hel/ she can submit
Registered users also have the option of submitting issues
anonymously.

Public User This individual is not Al ogged/ g
|l ssuesodo, but he/she cannot submi
can submit issues.

Army This individual has permissions to access administrative functionality

OneSource to maintain the module. Tasks include editing drop-down menus,

AFAP IMS editing email templates and managing organizations. For example,

Administrator this individual will manage Mid Level, Tenant Command, Tenant Unit
and Installation Lists.

Army This individual has permissions to access the functionality necessary

OneSource to resolve or escalate issues and prepare for conferences. Managers

AFAP IMS include Local AFAP Managers, Mid Level Managers, and HQDA

Manager Managers.

Table 3: Army OneSource AFAP IMS Users

http://www.myarmyonesource.com/
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Access Army OneSource

1. Go towww.myarmyonesource.carthis will direct you to the RMY OneSource home page

2. On the ARMY OneS8urce websiteglick theLogin link if you are a registered member of the
Army OneSource website or click tRegisterlink to join the Army OneSource website

Mon Dec 20, 2010

* [ARMYOheSource s o

1 Online Training
Search Army OneSource. .. .
(U.S.ARMY]

Login | ¥ ive Chat Support | Home Register | Help 3

¥ Volunteer Tools '7 Ry Famlly
\" Need Site Support? 1-877-811-ARMY

..Covenan!
Family Programs

Health Care
and Services

) My AOS Page
Soldier and Family

—_—
% Services Locator
Housing

Child, Youth and

Education, Careers, Recreation, Travel Communities and
School Services and Libraries

Marketplace

Community
and BOSS

Support

What makes the

ARMY STRONG?
Our Investment in pEQPLE

ANNOUNCEMENTS

Mortgage Assistance Program
Army initiatives h Members avoid

FEATURED PROGRAMS, LINKS & TOOLS

e ARNY ARMY
LEARN HORE +
— SPOUSE
o ¥ EMPLOYMENT

SURVIVOR @
N\ Outreach Services (SOS)
Become a fan of Army Accessibi P Translate this page
OneSource on Facebook Featiire 2 i . SR BER S — [@
Figure 1: ARMY OneSource Home Page
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Register

1. Click theRegister link at the top of the page. The following screen appears:

Not a Member? Join Now!

Why Register?

o Registration is Free and Secure - Join Now!

Signing up is quick and easy CUSTOMIZE NOW!
Your informatien will not be shared - ever TH E NEW ARMYO"ESOUTCE

You will not receive any unwanted e-mails

Persnnalizntlnn Sou’al Netwrl(im
e Access to Resources Only Available to Registered Users S E f} E
Track and record your volunteer hours
Take online training courses Virtual Worlds

OneSource

Browse Library Resources

e Create Your Own Home Page

Select and design vour own My Army OneSource page

Get automated feeds of information important to you

o Access to Army OneSource Social Networking Tools ‘ .IOIN Now!

Create your own profile page; keep in touch with friends through ArmyBook
Share your opiniens in our Forums section
Connect with friends in Virtual Worlds like Second Life

Figure 2: Join Now Screen

2 Click Join Now! . JOIN NOW!

http://www.myarmyonesource.com/ 7
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3. Thefollowingi Si t e Regi strationdo screen appears.

4. Enter your registration information, and then click @antinue button

Site Registration

Feaqister for this site.

Registration Form

* First Name | |

* Last Name | |

* User Name | |

* Password | |

* Confirm Password | |

* Email | |

Address | |

Address cont. | |

City or Town | |

State | please Select b

Zip or Postal Code |

Country |P|aase Select vl

* Military Community Affiliation |p|5355 salect v‘

* Proximity to Installation (0 0-14
O15-24

O 25+

= Component () Active
O Guard
O Reserve

Qn/a

* Disposition ) Soldier
O Family Member
O Retiree
O DoD Civilian
) DoD Contractor
O other

= age Range (O Less than 18
D18t 25
D25t 35
(35t 45
(45 to 55
(55 and older

Figure 3: Site Registration Screen

http://www.myarmyonesource.com/ 8
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5. You will see a screepopulated with your information.

6. Click the Registerbuttonto verify your information.

Site Registration

Register for this site.

Verify Your Information

First Name Judie
Last Name  Submitter
Username  jsubmitter
Password  FFFEE*
Email
Military Community Affiliation HQDA
Component  N/A
Disposition  Other
Age Range 55 and clder
Proximity to Nearest Installation 25+ miles
Address 10182 Telesis Court
Address cont.
City or Town San Diego
State California
Zip or Postal Code 92121

Country  United States

Figure 4: Verify your Information Screen

7. The following screen appears. Click thentinue button.

Your registration information is being processed.

Registration complete.

Thank you for registering. You have been pre-approved and logged into the site.

Figure 5: Your Registration is being Processed Screen

http://www.myarmyonesource.com/ 9
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8. You arenowii | 0 g g e dretirmedto therAdmy OneSource home page.

The next time gu log in, you will see the following screen:

Site Acceptable Use Policy

Acceptable Use DIACAP Policy

This site policy is presented to meet DIACAP reguirements. Flease review this policy and indicate your acceptance. All registered users are required to accept
the policy to continue using this site.

ACCEPTABLE USE POLICY z
Army OneSource (AOS)/ MyArmyLife Too (MALT) Web System 3
Version: 2 DEC 2008

References:

AR 25-2 Information Assurance

AR 380-5 Department of the Army Information Security Program

DoD CIO Memorandum: 09MAY2008, Policy on Use of DoD IS Standard Consent Banner and User Agreement

As a Federal Government employee, Permanent, Temp, or Contractor to the government, and a user of the Army

OneSource MyArmyLifeToo (AOSMALT) government automated information systems (AIS). computer equipment and software,
vou are responsible for understanding and complying with the provisions of AR 25-2, and AR 380-5, and agree to adhere to the
security nules noted below. This memorandum is directive in nature but not all-inclusive. Upon signing, vou will be provided a copy
of this memorandum and the original will be mamntained by the Installation Information Assurance Security Officer (TASO or IAM)
and is subject to inspection.

[ raccept this policy | Ido not accept this policy

Figure 6: Site Acceptable Use Policy Screen
9. Read the policy and click th# accept this policyd button. You are then returned the
Army OneSource home page

Log in

1. Click theLogin link at the top of the page.

2. Fillin the fiLogind creen with your User Name and Passwardjthen click theLogin button.
You will be returned to the Army OneSource home page.

Already a Member? Login Here!

User Name: | |

Password: | Login

Forgotten your password?

Figure 7: Login Screen

http://www.myarmyonesource.com/ 10
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If you Forget your Password

1. If you forget your password, click thiEorgotten your password?® link.
You will see the following screen:

Forgotten Your Password?

Use this form to have password recovery instructions emailed to the account address you registered with. Please enter the email address associated with your
account here.

Forgot My Password

* Email | |

Figure 8: Forgotten your Password Link

2. Enter your email address to have password recav&ryctions emailed to you.

Note: You must bdilogged iroto submit or view an issue.

http://www.myarmyonesource.com/ 11
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Access Army Family Action Plan - Issue Management System

Via Family Programs and Services Dropdown Menu

1. Hover over thd-amily Programs and Servicesnenu toaccess its dropdown menu and click the
Army Family Action Plan Issue Management Systenmenu option.

Wed Jan 19, 2011 Login | 8 Live Chat Support | Home Register | Help 3

ARMY-OneSource e e

-'*7 Alémy Famitly
Search Army OneSourc |G o venanti ..,

< Need Site Support? 1-877-811-ARMY M MY A0S P2

4 Volunteer Tools

Family Programs Health Care Soldier and Family = Child, Youth and "Education, Careers, Recreation, Travel = Communities and Community
and Services Housing School Services and Libraries and BOSS Marketplace Support

Army Community Service ‘ Y
(ACS) Staff | /
the

Army Family Action Plan
Issue Management System

Army Family Action Plan
Issue Search

Army Gold - A Financial
Game

Army Reserve Family
Programs

eleaming Center
Family Programs
Family Readiness Group

Home and Family Life

ANNOUNCEMENTS
Library Resources
New Education Benefits for Wounded Warriors

National Guard Family MNew Education Benefits for Wounded

Management
Surviving Families 4 [ nNext
ra

Volunteering

Wounded Warriors

Quick Links ACTIVE ARMY === ARMY RESERVE
*‘ AOS A a ~ LEARN MORE + LEARN MORE +

—=rInsiders Action Plant] j (>

SHAPING THE FUTURE OF ARMY ONESOURCE

Go To

this page into

English v

Figure 9: Linking to the Army Family Action Plan Issue Management System

Family Programs Healt|
and Services

Army Community Service
(ALCS]) Staff

Army Family Action Plan
Issue Management System

Army Family Action Plan
Issue Search

Figure 10: Family Programs Menu Link

Army Family Action Plan Issue Management System
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Via Army Family Action Plan Website

Anotherway to access the AFAP IMS is via the Army Family Action Plan website.

1. Hover over thé&amily Programs and frvicesmenuto access its dropdown menu. Houwger
Family Programsto display the menu and then cligkrmy Family Action Plan o.

Wed Jan 19, 2011 Login | 8 ive Chat Support| Home Register | Help £3

ARMY OneSource e [

W WArmy Family
-

—_—
¥ Volunteer Tools Ci t
Search Army OneSourc SRS = i Covenant

& Need Site Support? 1-877-811-ARMY ) My AOS Page & Services Locator

U.S.ARMY |

Family Programs Health Care Soldier and Family ~ Child, Youth and | "Education, Careers, Recreation, Travel = Communities and Community
and Services Housing School Services and Libraries and BOSS Marketplace Support

Army Community Service

(ACS) Staff th e

Army Family Action Plan
Issue Management System

Army Family Action Plan
Issue Search A
antin
Army Gold - A Financial

Game

Army Reserve Family
Programs

elearning Center
Army Family Action Plan
Family Readiness Group Army Family Team Building

Home and Family Life Army OneSource Store
Library Resources

Employment Readiness
National Guard Family
Management Exceptional Family Member

Program
Surviving Families

Family Advocacy Program
Volunteering

Financial Readiness
Wounded Warriors

ization and

Quick Links Deployment ACTIVE ARMY == ARMY RESERVE
d A Virs " LEARN MORE + LEARN MORE +
Go To New Parent Support ] —— ‘

_ Relocation Services

Soldier and Family
Assistance Center

7 Become a fan of Army ctUs Disclaimer Forum Link to Us
f OneSource on Facebook

Security and Privacy Site Map Support

Survivor Outreach Services

Figure 11: Linking to the Army Family Action Plan

Family Programs Health Care Soldier and Family
and Services Housing

Army Community Service

(ACS) Staff th

Army Family Action Plan =
Issue Management System

Army Family Action Plan
Issue Search

Army Gold - A Financial
Game

Army Reserve Family
Programs

eleaming Center

Family Programs Army Family Action Plan

Family Readiness Group Army Family Team Building

Figure 12: Linking to the Army Family Action Plan
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The Army Family Action Plan home page appears

ClicktheiUse the AFAP | ssuelnManagement Systemo

Figure 13: Army Family Action Plan Screen
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