SUPERVISOR TRAINING SERIES

HOW TO ADD AN EMPLOYEE TO AN
EVENT WHEN NOT ALREADY
INCLUDED

FOURTH ESTATE PERSONNEL ACCOUNTABILITY AND ASSESSMENT SYSTEM (FEPAAS) 1




Purpose

*\When an event occurs, employees are included if they work in the
geographical area of the event or if their organziational grouping is included in
the event.

*If a supervisor knows of other employees that should be in the declared area,
they can be added through this process. Example: tdy or leave

This instruction will show you how to add employees to an
event




FEPAAS Main Page: https://fepaas.whs.mil
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As we look to the future. it is impgsati to build a culture of preparedness for these events. We must be ever ) )
mare proactive. We must daf® individual and organizational respansibilities for disaster preparedness and Help and Contact Info:
response. Prepared 15 everyone's responsibility. Preparedness is power.

24 Hour DLA Customer Interaction Center

(CIC) —
1-800-334-3414

1-296-961-7625 (Commercial)

G61-76825 (DSN)

By part perparedness is the debut of the Fourth Estate Personnel Accountability and Assessment
Eg5tem or FEPAAS. This will be the official DoD tool for personnel accountability in the event of a natural or
man-made disaster.

Hurricane Katrina caught the semvices off guard with no real procedures in place to gain and maintain DLA CIC Hearing Impaired Humbers

alccoyntahilit‘:,r of personnel and their family members,” said Lt. Col. Trudy Leonard, chief of the Personnel 1-B66-805-6566 (TTY)
Contingency Cell for the Army G-1. 1.260-051-7800 (Commercial)
B61-7800 (D3N] v

FEPAAS was built based on a directive from the Department of Defense to address this issue. This Web-based

tool allows employees to update information by using the internet or calling a toll-free number. In addition,

FEPAAS will assist officials to determine the status of Dol employees and their families and then provide

assistance as needed.
| Need to...

Read more

Account for my employees
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See accounting reparts for my Org 1D

See accounting reparts for my
hierarchy

Find employees not on my roster

Online FEPAAS Training 2

-

How Do l... * How many Org IDs can | be a SUPY for?

A N * |It's been 4 months since someane Add a SUPV for my arganization
‘A » Remave a SUPY fram transferred. Why are they still on my roster? Update my contact info
my organization? !

Lookup an Org ID by name
Search the Qrg 1D hierarchy
Daownload reference information

* Do contractors need to be accounted for?

DEFENSE CONNECT ONLINE
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Find personnel on my
roster that have not
Live, online training sessions. accounted?
No registration is required, just
login to DCO prior to the meeting
time. b
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Download a User's
Guide? L3




Locating your employees

Select the
event, and any

other search ,\

criteria, then V
click on ‘Find’.

A list of
employees
within your
organization
should be
returned to you.




If you don’t see an employee:

e

If an employee is not included, enter the fll
SSN in this block and select ‘Find’.




Add an employee to an event:

When the
employee
record appears,
select ‘Add to
Event .

N

Then, select
the event, click
‘In the Aread’,
and select the /
reason for the

add.




