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SECTION I: The Website and Login: 

The first thing you should know about the new LPM360 website (https://lpm360.afit.edu/) is that it is 

128 bit encrypted and CAC or ID and Password enabled. To use either of the former you will need to 

establish an account with the system. To do that, follow these steps. 

STEP 1: Creating an account. 

Go to LPM360 (https://lpm360.afit.edu) and choose CREATE ONE HERE (see example). 

 

 

 

 

STEP 2: Filling in the required fields. 

On the create account page you will notice the fields that have a red * next to it. These are REQUIRED 

fields (see example). 

 

The first drop down is set to Air Force by default. If you wish to choose another branch of service select 

it from the drop down box. 

The CAC can be enabled for login at this point if you wish to use it. You must have a CAC reader attached 

to your machine. You WILL NOT be able to use your ID and Password for login if you enable the CAC 

login on the account creation form. 

Once you have completed all the fields, make sure that you type in the confirmation code EXACTLY as 

seen at the bottom of the account creation form page (see example). 

 

https://lpm360.afit.edu/
https://lpm360.afit.edu/
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STEP 3: Potential Errors. 

After submitting the account creation form, you may experience errors, if:  

1. You did not enter the confirmation code correctly, or left any required fields blank. 
2. You did not enter a valid username/password combo.  
3. The username you chose is already in use by someone else in LPM360.  
4. You did not meet the DoD requirements for a username/password combo 
5. You already have an existing account 

STEP 4: Actual Login 

Once your account has been successfully created, you will be redirected back to the home page. THIS IS 

NOT THE LOGIN PAGE. 

 DO NOT USE THE CAC LOGIN! 
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SECTION II: Main Menu 

STEP 5: Top navigation links. 

 After logging in you should see the example from the main menu displaying the top navigation links 

(circled in red): 

 

1. EDIT MY PROFILE: This is an edit tool to allow you to change any account information that 

you wish, including your ID, Password. Switching off CAC enabled function is not allowed at this 

level and has to be completed by an authorized administrator of the system by request. 

2. ADD/DELETE SCHOOL: This option allows you to add, delete schools of your choice should 

they be in the list. This option is there for future use and may not apply to you. 

3. RESET SUPERVISOR INFO: Active only AFTER primary survey is taken and a report generated. 

Enables you to change the Supervisor info for their portion of the LPM system if requested. 

4. LOGOUT: Logs you out of the system and deletes all cookies and sessions associated with a 

login to LPM360. 

5. START NCOA SURVEY: This is the button for starting a survey. Will only be active while 

student survey is not started. Also this will only appear if you have selected your school 

previously in the account creation module. If the button does not appear, you can add the 

school by selecting the ADD/DELETE SCHOOL link (item 2, this section). 
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STEP 6: Starting the Survey. 

This step includes the completion of your individual survey, and the setup for the auto email section for 

supervisor surveys. 

1. After selecting the START NCOA SURVEY button, you will be directed to a survey warning 

screen. 

2. After selecting one of the two buttons on this page you will continue or go back to the main 

menu by selecting the appropriate button: 

 

3. Next enter your immediate supervisor’s FIRST NAME, LAST NAME, and EMAIL ADDRESS in the 

boxes provided on the form. Note the item circled in blue. It is important that you read this 

statement first before submitting to the next page. 

 

4. Click the START PROCESS button: 

 

5. If you choose the AF4LE, then the screen shown below in the example will appear and you will 

have to verify the address is correct since not all personnel have AF4LE’s. An auto email is sent 

to your inbox for verification. 
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6. You will receive an email that looks like the one below: NOTE: make sure that you view it in 

HTML. To view in HTML and verify, follow steps a, b, c, d, and e below. 

 

a. Click on the BLUE RIBBON at the top of the email and select CONVERT TO HTML: 

 

b. You should now see something similar to this example: 

 

c. Follow the steps provided in the email and select the link that pertains to the action 

required. 

d. If you select the first link VERIFY, here is what you should see: 

 
Select the START PROCESS button. 
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e. If you select the CHANGE SUPERVISOR EMAIL link, here is what you should see:  

 
Select the START PROCESS button to continue. 
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SECTION III: The Survey, What to Expect 

Step 7: Demographics Page. 

This step asks for your demographic information: NOTE: IMPORTANT! You MUST complete this step as 

you cannot come back later to complete it. If you start this step and close your browser the data will be 

corrupted and will error out upon the next login and survey restart. All fields are required, except 

number 8. 
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Step 8: Save, Continue and Return 

After filling in the Demographic data, select the continue button and you can now save, continue or go 

back to the main menu by selecting any of the buttons circled in red. 

 

Step 9: Saving your Data  

This step is only if you decide to save the data and come back to it at a later time. Here is what you 

should see when you log back in. 

 

Note the items circled in RED. No reports appear until the individual survey is complete. To resume the 

survey, select the RESUME SNCOA SURVEY button. The survey will continue onto the next page after 

the one that you saved. When you have completed the survey, you will see the following on the main 

menu. 
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STEP 10: Creating your Reports 

This step involves creating your report at the request of your advisor. To create your report, select the 

individual item link in the REPORTS section. A PDF will be opened in a new window or tab in your 

browser: 

 

When the supervisor has completed the portion assigned to them, you will see a similar item listed for 

creating the Individual and Supervisor report: 

 

If any peers or subordinates complete their portion of the survey, you will see an additional item for 

Individual, Supervisor, and Peer/Subordinate report. 

 


