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1 What is ADPAAS?

ADPAAS is the Army Disaster Personnel Accountability and Assessment System. In the
event of a natural or man-made disaster, e.g., fire, hurricane, flood, earthquake, pandemics,
etc., it is imperative that the Army senior leadership knows the whereabouts of all Army
sponsors and their Family Members. Your active involvement in assessing your personal
and Family Members’ whereabouts will ensure that the Army will better be able to support
you. Using the information you provide in ADPAAS, the Army can dispatch search and
recovery crews, assign Case Managers to meet your displaced/evacuation needs, initiate
emergency assistance and entitlements, and provide a smooth and orderly return to your
home location or reassignment to a new Permanent Duty Station.

ADPAAS is accessed through a user-friendly website designed to help you, Army Family
Members (AFMs), including Regular Army Soldiers, Reservists, National Guardsmen, DA
civilians, OCONUS Contractors and their immediate Family members, who are directly
affected by major natural or man-made disasters.

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

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

ADPAAS allows your commanders and supervisors to account accurately for all
assigned personnel and their Family Members.

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

ADPAAS allows Case Managers to contact you, to provide you with important
information, and to assist you in recovering from a crisis.

1.1 ADPAAS Terms

EVENT — A disaster, terrorist attack, pandemic, or other occasion, large or small,
where the Army has determined the need for AFMs to provide information about
how they’re doing and where they are, and to complete a Needs Assessment
Survey describing their needs.

GAOC - Geographic Area of Coverage — Also known as the “affected area”, this is
the area where the disaster occurred.

GAOI - Not present in Geographic Area of Interest. (Requires positive confirmation.)

AFFECTED - Describes an AFM if they live, work, or are temporarily in the area
where an event has happened. This is a temporary status, for only as long as the
Army determines. It is possible that you were not physically in the area but were still
flagged as in the affected area. If so, you can simply indicate that you were not in the
affected area at the time of the event, and were not impacted by the event.

EVENT CASE - Following an event, an Army Family may need to fill out a Needs
Assessment Survey. If they indicate that they have any needs, an “Event Case” will
be created in ADPAAS. Once an Event Case is created, a Case Manager will be
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assigned to contact and assist the family in recovering from the event. Case
Managers are provided with the latest benefits information, and will work with the
family over time until all their needs are addressed.

1.2 What Do | Need To Use ADPAAS?

ADPAAS requires you to have access to the public Internet, using a personal or public
computer, or a smartphone with access to the Internet. During a disaster, you may be
displaced from your home and office, and may not have a portable computer with Internet
capability. In this case, the following are a few alternative resources that you may use:

¢ If you have a smartphone or tablet with Wi-Fi access, you may access the ADPAAS
mobile website using either of these devices. See section 3 for more information.

e If you have a cell phone or telephone available, you may contact other family
members or friends, and ask them to access ADPAAS on your behalf. They will need
your, or your Sponsor’s, Social Security number (SSN) and date of birth (DOB).

e You may use any public computer, e.g. those available at a community center,
emergency shelter, airport, school, library, Internet cafe, copy store or coffee shop.

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

e During a major disaster, the Army may establish a special hotline telephone number
to call for detailed information and/or assistance. The hotline number may be
announced by the news media and may be available by contacting either of the
following phone numbers:
¢ Army Information Hotline 1-800-833-6622

e Military OneSource 1-800-342-9647

2 Loginto ADPAAS

To log in to the ADPAAS site from a computer, you will complete the following steps.

a. Go to https://adpaas.army.mil/. NOTE: “https” is required in the web address. A message
saying you are accessing a United States Government Information System will appear:

*#+% Unclassified//For Official Use Only *****

You are accessing a U.S. Government (USG) Information System (IS) that is provided for
USG-authorized use only. By using this IS (which includes any device attached to this 1S)
you consent to the following conditions:

- The USG routinely intercepts and monitors communications on this 1S for purposes
including, but not limited to, penetration testing, COMSEC monitoring, network operations
and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (CI)
investigations

- At any time, the USG may inspect and =size data stored on this IS

- Communications using, or data stored on, this IS are not private, are subject to routine
monitoring, interception, and search, and may be disclosed or used for any USG-authorized
purpose.

- This IS includes security measures (e.g., authentication and access controls) to protect
USG interests—not for your personal benefit or privacy

- Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl
investigative searching or monitoring of the content of privileged communications, or work
product, related to personal representation or services by attorneys, psychotherapists, or
clergy, and their assistants. Such communications and work product are private and
confidential

Acknowledge
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b. Click the OK button. The “ADPAAS Entrance Page” will be displayed:

|| ADPA ASI|2iA

(us.ARmY)

: % _‘. & .‘ 2 k%
ADPAAS Entrance Page

TTENTION: All Users

29-MAY-2019: Password Reset Tool has been updated

If you are having trouble logging in, please try the Password Reset tool by clicking on the
"I don't know my password and/or username” on the login page.

Note: You no longer need to know your username to reset your password.

Soldiers, DA Civilians, NAF CDRs, CDR Reps (CORs), CMs, ARFP
, OC: c s and Staff, Command Staff, etc. and
Authorized Personnel
To account for personnal and manage ARFP cases in
Your DIC(S)

+ Click Here & + Click Here -+

sistance. Please include your
S Plaias do NOT include

c. Click the Click Here button for “Soldiers, DA Civilians, NAF Employees, OCONUS
Contractors and their Families”. The “Login” page appears with two login options:

Select Login Method

* Common Access Card (CAC)
Username and Password

. | don't know my password and/or username
U.S. Army Disaster

Persor}r}el Note:In-Active IRR Reservists and CONUS Contractors can NOT login at
Accountability and this time.

Assessment System
Technical Support:

paasg@navy.mil LOGIN
ADPAAS Information Hotline

1-800-833-6622, option 1

The 2 login options are discussed in the following sections.
2.1 Log in with a Common Access Card (CAC)

To log in to the ADPAAS website from your computer with your Common Access Card

(CAC), you need a CAC reader attached to your computer, your CAC and a Personal
Identification Number (PIN).

Insert your CAC into your computer’s CAC reader, select the CAC option, and then click
the LOGIN button.

2.2 Log in with a Username and Password

You can log in to the ADPAAS website from your computer with a username and password,
even if you don’t know the password and/or username. The username to use is the

Sponsor’s email address. Unless you have previously logged onto the system and changed
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it, the initial password is the Sponsor’'s DOB plus the last four digits of the Sponsor's SSN:
YYYYMMDDXXXX. If the Sponsor is a foreign national, use 0000 for the last 4 of the SSN.

a. Select the Username and Password option and the following screen is displayed:
Select Login Method
Z) Common Access Card [CAC)

® Username and Password
| don't know my password andlor usemame

U.5. Army Disaster Email: |
Personnel {e.g.. Sponsor's .mil addr)

Accountability and

Assessment System Password:
Technical suppart: OYYYMMDDEO0, e.g., 197602294321)
3dpaas(Boanue. 3mmy mi

ADPAAS Information Hotline

1-200-333-8822, option 3 Tnitial passvord is the sponsee’s Date of Birth and last 4 of thair SSM

{Foreign Nationaks use 0000 for the last 4 of their S5M).

Mote:In-Active IRR Reservists and CONUS Contrachors can NOT login
at this time.

1. If you know the email address and password, enter these and then click the LOGIN
button.

2. If you don’t know the password and/or username, click | don’t know my password
and/or username. This will display the following “Request a Password” window:

I Forgot My Username and/or Password

Retrieving your Usemame andfor resetting your Password requires
authentication by antering your Parsonal Information.

Sponsor SSN:
U.S. Army Disaster {Na dashes or spaces)

Personnel
Accountability and DOB: DD | |JAN ¥ | YYYY
Assessment System Last name:

Technical Support:
paasi@navy.mi

ADPAAS Information Hotline c I
1-800-833-6622, option 1 F——

3. Enter Sponsor’s SSN, DOB, Last Name, and then click Submit. This will display
the following screen:
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Resetting Password

Current username: BOBBY.J.CHAVIS.civ@MAIL.MIL | Copy

To reset your password click the "Reset Password” button below.

U.5. Army Disaster MOTE: Resetting the password will change it to the sponzor's DCE and last 4 of
Personnel their SEN, like so: YYYYMMDDKOK (for Foreign Nationals, "0000" is used
Accountability and instzad of the last 4 of an S3N).

Assessment System

Technical Support: _
paas@navymi CERAol 0  Reset Password

ADPAAS Information Hotline
1-800-833-6622, option 1

4. To reset the password click the Reset password checkbox and the following
screen will display: Password Successfully Reset.

Password Successfully Reset

Your password has been reset. To log in, click the link below,

select "username and password”, and then enter your username
and password into the appropriate fields.

U.S. Army Disaster
Personnel Back o logi
Accountability and ackfo login
Assessment System
Technical Support:
paas@navy.mil
ADPAAS Information Hotline
1-800-333-6622, option 1
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Authentication Error

You cannot log in with the information you provided.

1. Email/Password
i. Make sure the Work Email entered is the work email from DEERS (e.g.,
.mil address).

ii. If using your initial (default) password, make sure your date of birth is
entered in this format: YYYYMMDD (e.g., for a DOB of July 4, 1976,
enter 19760704) followed by the last 4 digits of your SSN.

2. Are you accessing the web site through an email link? If yes, your password
needs to be reset. Contact your ADPAAS COR for your organization or call the
ADPAAS Information Hotline @ ADPAAS Information Hotline
1-800-833-6622, option 1 to reset your password.

3. Are you a new hire (past 3 months)? If yes, your personnel information was
not imported from DEERs.

a. During an exercise, you are not required to account for yourself.
Wait for the next DEERS update (15th of every month).

b. During a disaster event, contact your ADPAAS COR for accountability
or call the ADPAAS Information Hotline @ ADPAAS Information
Hotline
1-800-833-6622, option 1.

4. Are you a CONUS Contractor? If yes, your personnel information is not
reflected in ADPAAS. Contact your organization’s accountability POC to be
accounted for.

Back to Login

Remember: Contact your Command for accountability

For further / h 1 1 call
ADPAAS Information Hotline @ ADPAAS Information Hotline
1-800-833-6622, option 1
or send an email to paas@navy mil.

5. If an authentication error is received, read instructions for possible errors and
select the Back to Login button and try to log back into ADPAAS.

2.3 Account for Yourself and Your Dependents

If you are affected by an event when you log in to the system, the “Account for Event” pop-
up window will be displayed and prompt you to account for yourself and your Family
Members:

Section 508/Acce: ity Statement

A D PAAS ARMY DISASTER PERSONNEL ACCOUNTABILITY Logout
Welcome, MEAGAN BRYANT! J

and ASSESSMENT SYSTEM

USARNY) My Info Assessment Reference Training  Help

[ towai | Sorronche ] fowon | Weshogion 0 W] e ] e | e ] o ]

System Announcements | “system Notices =

= A TTENTION™| AccountFor Event: HQDA ted exercise TEST EVENT IAW ADPAAS Office

Our records indicate you are affected by an active event. Please update your status as required and cick [Save] or
click [Close] if your status i< current ) ID Updates -
Select an Accounting Status from the drop down menu

Accounting Status

USARC sponsored Real Wo

requires the EDIP/DOD ID of family
Updated By: eris in DEERS then they have an

START: 19MAR20 at 1300 |\
END: TBD

AFM Name (Last, First, MI) Last Updated:

Never

BRYANT, MEAGAN ASHLEY Unreported

cate and update family DOD ID's in

——

USARC sponsored Real W
W968AA, with hierarchy wi

Accountability Instructions fol _

‘* National Doppler Radar
e biok

4 i tha A Dicoctar D, A tabilis A : i cndcolf : ‘ L 4

ADPAAS Help Desk Hotline:
1-800-833-6622
askhrc.army@us.army.mil
0800 - 1700 HRS
Mon thru Fri
** No longer 24 Hours

Resources

Ready Army
For Preparing Army Communities Today for the:
Hazards of Tomorrou
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ARMY DISASTER PERSONNEL ACCOUNTABILITY Secton SOTREESSRIY ST | ogout #]
and ASSESSMENT SYSTEM Welcome, MEAGAN BRYANT! J

nt  Reference Training  Help

[ o | feln | dewsaen | fa | Kow ]
=+ pTTENTION®| Account For Event: HQDA directed exercise TEST EVENT IAW ADPAAS Office Family Member ATTENTION

irement “*

Qur records indicate you are affected by an active event Please update your status as required and click [Save] or
click [Close] if your stafus is current.

Select an Accounting Status from the drop down menu
AFM Name (Last, First, M)

USARC sponsored Real Wo ) ID Updates -

START. 19MAR20 at 1300 ©
END: TBD

requires the EDIP/DOD ID of family

Accounting Status Lact Updated: Updated By: eris in DEERs then they have an

BRYANT, MEAGANASHLEY  |Unreported Never

USARC sponsored Real W
W968AA, with hierarchy wi

\cate and update family DOD 1D's in
Home/WerkiTelework T
Evacuted I
On Leave
Separated/Retired - =
Transferred . H* National Doppler Radar

i : e otinno U A

Accountability Instructions fol |

ADPAAS Help Desk Hotline: ) il S—
1-800-833-6622 TR ] Forerepanng oy communiies Tacay o the
askhrc.army@us.army.mil EEN Hazards of Tomorrow

0800 - 1700 HRS ”
rmy Reserve Family Programs
Mon thru Fri o

)
** No longer 24 Hours f@%
L 3NZE

a. For the Sponsor and each dependent who is required to account, click the Accounting
Status drop-down list and select an accounting status:

AFM Name(Last, First, Ml): Accounting Status:
ﬂ Test, CHRISTINE Unreported
= HomeWaorki Telewaork
i Test, John Evacuated

On Leave

d 3elect Reason if in GAOI.
Tr r;.f=rr= F
Orther

[I:lj".i Te=t, Alice Unreported bl

b. For anyone who is not required to account and who was physically in the area when the
event occurred or who was evacuated from the area due to the event:

[lfﬁ Test, Jac!

AFM Name (Last, First, MI) Accounting Status
) Test, CHRISTINE Home/Work/Telework v
% Test, John Home/Work/Telework v

Not Required to Account- Select Reason if in GAOI

) ~Ix e In the Area
On Leave in Area
2 T, . On TDY in Area
- st Al
L] et [ Currently Lives in Area
Currently Works in Area

1. Click the drop-down list to select a reason why this person was, or is, in the GAOC.

2. Click the In the Area button and then click OK when asked if you are sure. In the
Area will be replaced with a drop-down list with Unreported at the top:
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AFM Mame{Last, First, Ml}: Accounting Status:

!] Test, CHRISTINE HomeWork Telewark &

@] Test, John Home/WorkTelework

@] Test, Jack On Leavein Ares W

@] Test, Alice HomeWorkTelework W

3. Click the drop-down list on the right to select the appropriate status. The same
choices as seen in step a (above) are displayed.

HomeWork Telework
Evacuated

Onlezve
Separated/Retired
Tran=femad

Orther

c. Click the Save button to submit the selected accounting statuses. The “Account For
Event” pop-up window will close and you will be prompted to update your location and
contact information.

3 Log into ADPAAS from Your Smartphone or Tablet

In the event that you don’t have access to a computer, you can get to ADPAAS using your
smartphone or tablet using wi-fi access.

a. Go to https://adpaas.army.mil/. NOTE: “https” is required in the web address. The login
screen will appear:

ADPAAS

Username Primary Email

Password Password

b. Enter your username and password and then click the Login button. NOTE: Your initial
password is your DOB and last 4 of your SSN: YYYYMMDDXXXX.

If you need help logging in, click the Help button.
The next screen you see will depend on whether you are affected by an event or not.

3.1 If You Are NOT Affected by An Event

If you are NOT affected by an event, the first screen you see when you log in to your
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smartphone or tablet will indicate this:

Accounting Status

You are NOT indicated in ADPAAS as being
affected by an event.

If you have been impacted by an event, please
contact your Command or COR

You nor your family are required to account or
provide any further information.

If you need more information please log into
ADPAAS from a personal computer or contact
your Command or COR.

If you do not have access to a personal computer,
you can click here to view the non-mobile version
of ADPAAS for more information.

Please click the continue button to update and/or
verify your contact information.

Continue

Logout

a. Click the Continue button. This will display the “Home Contact & Location” page with
your name, the names of your Family Members, and the dates that each of you was last
updated:

Home Contact & Location

Press the Continue button below to save any

changes.
CHRISTINE Test
Updatediverified on 04052017 —P2]
John Test

Updated/verified on 04-05-2017 s

Jack Test
Updated/verified on 04-05-2017

Alice Test
Updated/verified on 04-05-2017

Continue

Back

1. Click the * by any of the names to display the “Home Contact and Location
Information” page for that person:

Cancd Home Contact&...  sowe

LastName 't

FirstName  CHRISTINE
Middle Name 99

Contact Information

Home 123-555-4567

Work 555-555-6789

DSN Ehone

Mobile Phone

Primary christine test@example
Other christine.t test@exampl

Home Address

Copy From Other Family

2. Update any necessary information.
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3. To copy the Home Address from another Family Member, click the Copy From
Other Family button. This will bring up a list of Family Members:

Cancel Copy Address From Done

John Test
acl

Alice Test

i. Select the Family Person from whom to copy the information.

ii. Click the Done or Cancel button as applicable. This will display the “Home
Contact and Location Information” page for the person whose home address you
just updated.

4. Click the Cancel or Save button as applicable. This will take you back to the “Home
Contact & Location” page with names and update dates for each Family Member.

b. Click the Continue or Back button as appropriate. Once you click Continue, the
“Workflow Complete” screen will be displayed:

Workflow Complete

Thank you - you are complete with this effort. i
Ifyou completed a Needs Assessment and

selected an area where you are requesting

assistance or information, a Case Manager will be

in contact with you.

m

Ifyou need more information please log into
ADPAAS from a personal computer or contact your
Command or COR.

Logout

1. Click the Logout button to log out of ADPAAS.

3.2 If You ARE Affected by An Event

If you ARE affected by an event, the window you see when you log in to your smartphone or
tablet will indicate this. In some cases you will be required to account, and, in other cases,
you won’t be required to account. There are also some events that allow you to fill out a
needs assessment and others that don’t, independent of whether you have to account or
not. Key thing to remember is keeping you and your family members contact information
current will allow for accurate and timely identification and notification if you and your family
are affected and that you need to self account.

3.2.1 Affected by an Event and Not Required to Account

If you were affected by an event, it could be that by the time you are able to account,
accounting for that event has already stopped. In this case, you won’t be required to
account, but if the event requires that you fill out a needs assessment, you will still be
required to do this. The first screen you see when you log in will be the “Accounting Status”
indicating that you are affected by an event but that you are not required to account:
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Accounting Status

You are indicated in ADPAAS as being
affected by the event

You and your family are not required
to account.

ANeeds Assessment is available for
you to request assistance in any ofthe
18 categories of needs (Medical,
Benefits, Housing, etc.).

Please click the confinue button to
update andfor verify your contact
information as well as completing a
Needs Assessment.

Continue

Logout

a. Click the Continue button. This will display the “Home Contact & Location” page with
your name, the names of your family members, and the dates that each of you was last
updated:

Home Contact & Location

Press the Continue button below to save
any changes.

CHRISTINE Test
Updated/verified on 02-11-2015 Cle

John Test >
Updated/verified on 01-14-2015

Jack Test
Updated/verified on 01-14-2015

Alice Test >
Updated/verified on 01-14-2015

Continue

Back

b. Follow the steps under section 3.1 step a for updating your home contact location
information and that of your family members.

c. Click Continue or Back as appropriate.

d. Once you have updated your home contact location information and that of your Family
Members, the next screen you see will be the “Evacuation Status” page:

Evacuation Status

Evacuated
Did you or any of your family members
evacuated due to the event?

Yes No

1. If you or any of your Family Members were NOT evacuated due to the event, click
No. The “Workflow Complete” screen will be displayed, as seen in step b of section
3.1. Click Logout to log out of ADPAAS.
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2. If you or any of your Family Members WERE evacuated due to the event, click Yes,
and the “Displaced Contact & Location” screen will be displayed:

Displaced Contact & Location

Since you indicated that
please enter your locatio

Location Brother's House

Displaced Address
USA

999 Safe St
Safety

55555
Contact 555-555-9786
Continue

Back

i. Enter, or update, the Displaced Contact & Location information, including a
contact phone, and then click the Continue button. The next screen displayed
depends on whether the event allows you to fill out a needs assessment or not.

a) If the event does NOT allow you to fill out a needs assessment, the “Workflow
Complete” screen will be displayed. Click the Logout button to log out of
ADPAAS.

b) If the event allows you to fill out a needs assessment, you will see the
“Assessment” screen. Go to section 3.2.3 for more information.

3.2.2 Affected by an Event and Required to Account

If you or a Family Member IS affected by an event and also required to account, the first
screen you see when you log in to your smartphone or tablet will depend on whether you

have accounted yet or not.

a. If you or a Family Member IS affected by an event and also required to account, and you
have not yet accounted, the first screen you see when you log in to your smartphone or
tablet will indicate this and that you are required to account:
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Accounting Status

You are required to account for each
member of your family who has been

affected by the Test Event event Cancel | CHRISTINE Test save

CHRISTINE Test

m‘_ Current Residence
Required to Account

Displaced Location
Alice Test N On Leave

Required to Account
Separated/Retired

Jack Test

Not Required to Account Transferred
Other

John Test

Required to Account

Continue

Click the > by any of the names of those who are required to account. This will display a
list of 6 statuses for you to select from:

1. Click your status to select it.

2. Click the Save button and the “Accounting Status” screen will be displayed again,
this time displaying the status you selected (in this case “Current Residence”):

i. Click the Continue button. This will display the “Home Contact & Location”
screen for you and your Family Members.

ii. Follow steps 1 - 4 under step a of section 3.1 for updating your home contact
location information and that of your Family Members.

3. Click the Continue button. The next screen displayed depends on whether the event
allows you to fill out a needs assessment or not.

Accounting Status

You are required to account for each
member of your family who has been
affected by the Test Event event

CHRISTINE Test
Current Residence « s

Alice Test
Current Residence <

Jack Test
Not Required to Account

John Test
Current Residence s

Continue
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i. Ifthe event does NOT allow you to fill out a needs assessment, the “Workflow
Complete” screen will be displayed:

Workflow Complete

Thank you - you are complete with this effort.

If you completed a Needs Assessment and
selected an area where you are requesting
assistance or information, a Case Manager will be
in contact with you.

If you need more information please log into
ADPAAS from a personal computer or contact
your Command or COR.

Logout

a) Click the Logout button to log out of ADPAAS.

ii. Ifthe event DOES allow you to fill out a needs assessment, you will see the
“Assessment” screen. Go to section 3.2.3 for more information.

b. If you or a Family Member IS affected by an event and also required to account, the first
screen you see when you log in to your smartphone or tablet will indicate this:

You are indicated in ADPAAS as being affected
by the California earthquake event.

Our records indicate you and/or your family
have already been accounted for.

Please click the continue button to update and/or
verify your contact and location information.

Continue

1. Click the Continue button. This will display the “Home Contact & Location” screen
for you and your Family Members,

2. Follow steps 1 - 4 under step a of section 3.1 to update any information necessary.
3.2.3 The Needs Assessment Survey from Your Smartphone or Tablet
If you are affected by an event and the event allows personnel to complete a needs

assessment survey, you can complete the survey from your smartphone or tablet. The first
screen you see when you get to the assessment looks like this:
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The following optional assessment is for
those who need assistance due to the
event. (e.g. Medical, Legal,
Transportation, Housing, etc.) Press
Continue if you require assistance. Press
Skip if you do not require assistance.

Continue
Skip
Back

a. If you choose to go back to the “Home Contact & Location” page to update or verify your
or any of your dependent’s information, click Back.

b. If you choose NOT to fill out the needs assessment, click the Skip button. The “Workflow
Complete” screen will be displayed.

CAUTION: If you choose the Skip button, you can NOT log in later to assess, so do not
choose this button unless you are certain you don’t want to assess now and won’t want

to in the future, either.
Workflow Complete

Thank you - you are complete with
this effort.

If you completed a Needs Assessment
and selected an area where you are
requesting assistance or information,
a Case Manager will be in contact with
you.

If you need more information please
log into ADPAAS from a personal
computer or contact your Command
or COR.

Logout

1. Click the Logout button to log out of ADPAAS.

c. To fill out the needs assessment, click Continue button. This will display the top of the
assessment survey:
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The following Assessment is =
available for you to request
assistance in any of the 19

categories of needs.

m

Medical >

Missing Family Locator » |

Tran sportaﬁﬂ_-n T!] >
Onward Destination

Local Transportation >
Temporary Housing >
Permanent Housing >
Personal Property >

1. Click the > next to each need category to assess, scrolling down to see all 19
categories. When you click a need category, a screen will be displayed with 5 levels

of needs and space for a comment. For example, the “Medical” category displays
the following screen:

Cancel Medical Done

0 Do you or your family need medical
help?

(Select all that apply)

Need immediate care from a doctor
or hospital

Need medical help or prescription
drugs for a chronic illness

Need help making an appointment
for routine needs

Need information only
N/A

Comments

i. Make selections for each need category in the survey to indicate your current
needs.

ii. If desired, enter any additional information in the Comments field at the bottom
of each category. These could be helpful to the Case Manager that will be
contacting you.
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The following Assessment is =
available for you to request
assistance in any of the 19

categories of needs.

m

# Medical »

v Missing Family Locator >

m

Transportation To

¥ Onward Destination >

2 Local Transportation >
Temporary Housing >
Permanent Housing >
Personal Property > i

ii. Click the Done or the Cancel button as appropriate. When you click the Done
button, the category will either have a ¥ to indicate that you selected you have a
need, or an X to indicate that you clicked “N/A”:

After scrolling down to assess in all 19 needs categories, click the Continue button
at the bottom (not shown).

NOTE: If you do NOT fill in a particular category, it is assumed that you do not have
a need in that category.

A “Thank you” message will appear:

Thank you for completing the needs
assessment.

If you need any further assistance then
call 1-800-833-6622, option 3.

Continue

i. Click Continue and the “Workflow Complete” screen will be displayed:

Workflow Complete

Thank you - you are complete with this effort. aci

Ifyou completed a Meeds Assessment and
selected an area where you are requesting
assistance orinformation, a Case Manager will be
in contact with you.

m

Ifyou need more information please log into
ADPAAS from a personal computer or contact your
Command or COR.

Logout

1
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ii. Click the Logout button to log out of ADPAAS.

4 Home Tab

The first tab you see when you log in will be the Home tab. The “Home” page provides a
general overview of any current events and related accounting efforts, as well as a listing of
basic resources and useful links.

a. After you have logged in and moved away from the “Home” page, you can click the
Home tab at any time to re-display the “Home” page. NOTE: This page changes often;
what you see next is just an example from one particular day:

US.ARMY GEGEN My Info  Assessment Reference Training  Help

Wsingion D¢ W0 ] e | ewaen | b | Kow ]

System Announcements =] System Notices
. 4 NEW Family Member .
==ATTENTION™* == ATTENTION™* *==ATTENTION™=* ATTENTION Requirangnl e ATTENTION

HQDA directed Real World ADPAAS Event ISO Coronavirus Outbreak _ Family Member EDIPIDOD ID Updates -

START: 31JAN20 at 2100 Zulu Time Anew function in the system requires the EDIPI/DOD ID of family

. members. he family member is in s then ihey have an
END: TED memers fhe famiy mamber s in DEERs ten ey
Effective immediately, HQDA has merged the existing Real World China and original Real World Hong Kong Here s how 2 Snonsor can locale and update famiy DOD IDsin

event as one event. All future locations affected by Coronavirus will be added to this event. The event currently

covers the following: Department of State Ordered Evacuation of Army personnel that live/work in the Republic % Current Warning and Watches
of China, Mongolia, Central African Republic, and Lebannon, DoS Authorized Departure of Global Embassies to * Joint Typhoon VWarning Center (JTWC)
include Armenia, Azerbaijan, Hong Kong, Macau, Micronesia, Milan, Mongolia, Tajikistan, and Turkmenistan will  _ |[* National Dopoler Radar

sk Mntinn ol Ui

Bl Resources =]
After hours 1900-0800 hrs, = Euerag{eﬁ.;‘r‘uwgmmy Communities Today for the
Mon-Fri and Weekends contact: e Hazards of Tomorrows
Army G-1, PCC at 703-697-4246, e
and/or ADPAAS Customer Support Email SRS iy Reserve Femiy Programs

USARMY.PENTAGON.HQDA.MBX.ADPAAS@MAIL.MIL ."@ M
(DO NOT Send SSN#) 3N §
%, o

b. Click any of the orange hyperlinks to open the corresponding website or document in a
separate window.

5 My Info Tab

The My Info tab displays information which is just about you, your dependents, and any
events that affect you. The first page you see is the same as if you had clicked the
Summary menu item on the left.

If you have not previously logged in to ADPAAS, the first thing you should do is review the
personal information contained therein, and make updates to your physical address (not
your mailing address), phone numbers, and email addresses. This needs to be done for
each of your Family Member’s, as well. Section 5.2 describes how to update your
information and section 5.6 describes how to update information about your Family
Members.

5.1 Summary

When you first click the My Info tab, you will see a summary of information. This will display
several menu items on the left and 3, or 4, panes on the right, including at least: “Contact
Information”, “Work Information”, and “Family Information”.

NOTE: You will also see the Displaced Location and Event Information menu items on
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the left and the “Event Information” pane on the right, if you are currently affected by an
event.

a. Click the My Info tab. The “Army Family Information Summary” page appears. If you
were already on the My Info tab and browsed elsewhere within this tab, you can return
to this “Summary” page by clicking the Summary menu item on the left side of the page.

NOTE: In the next figure you can see that the individual is affected by an event,
because you can see the Displaced Location and Event Information menu items on
the left and the “Event Information” pane on the right.

US.ARNY) Home

Army Family Information Summary
Afiiliation Inf - To see more detail for any section, use the left menu.
Contact Information
Sponsor Home Address
Name: BRYANT, MEAGAN ASHLEY  (F)

Contact Information

Displaced Location
Emergency Contacts Phones Email Addresses

Home: (D “primary Emai:
Event Information rimary Email

Work: Secondary Email: —
st col: EE——

DSN:

Primary Affiliation: Army

Designation: Reserve on Active Duty Country: US Building: (.
Paygrade: State/Province: . Floor: Floor 1
Unit: ) 7 P Postal Code: 500371289 Room: 120

Sub Org:

Family Information

Mama

b. To add or update any of the summary information, use the Contact Information menu
item described in the next section. NOTE: Only Administrators can change your
Rank/Rate or Command.

5.2 Affiliation Information

Under the My Info tab, clicking the Affiliation Information menu item on the left side of the
page displays a window with 2 panes of information about your unit affiliation. There is an edit
button to update the information.

a. Click the Affiliation Information menu item. The page that appears is made up of
the following panes: “Primary Affiliation” and “DEERS Affiliation”.

b. The bottom pane provides a snapshot of data last received from the Defense Enroliment
Eligibility Reporting System (DEERS) and the date it was received (if applicable).
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U.S.ARNY)

Home [ENMBUEN Assessment Reference Training  Help

Primary Affiliation: Army

Edit Affiliation
e Designation: [ Country: USA Building: SR
Contact Information Paygrade: (D state/Province il Floor: 1
Sub Org:
Emergency Contacts DEERS Affiliation Info

Event Information Data below will be updated within a month with data from DMDC (pulled from DEERS and other Army databases).

To login to DEERS, click here.
Family Member Info e Country: USA

Building:
Paygrade: Stﬁleillmvm:e:. Floor:
uic: ZIPiPostal Code: ([ Room:
Sub Org:

c. You have the option to verify that the information in the top half is accurate. The
information can be updated manually or by using the ‘Copy Address’ button. You

can also update your information at the DEERS site through the direct link above the
DEERS Information pane.

d. To update work location click the Edit Work Location button to edit. The “Edit
Sponsor’s Work Location Info” page appears:

ome [REBUEE Asse Reference  Training  Help

Edit Affiliaion Information

Update the ADPAAS Information or copy sections from DEERS. /
This datais pulled from DEERS pericdically.
Physical address nol PO/APO/FPO address. Tolog in to DEERS and update your info, click here
ocens momatin
Agency: Amy Agency:
Designation: | Reserve on Active Duty ¥ Designation:
Payarace: | B Rra=rs
vic: | uic:
Sub Org: I Sub Org:
Country: | USA v Country: USA
staterProvince: ([ v staterProvince: ([}
2ZIP/Postal Cade: 600371289 ZIPPostal Code: (D
Floor: |1 Floor:
Room: |120 Room:

EN E

e. Enter or edit any information, as necessary and then click the Save or Cancel button, as
appropriate.

f. If your ADPAAS location and contact information on the left is incorrect or incomplete
and the displayed DEERS data is correct, you may use the < Copy Work Location

button to copy the displayed DEERS data over the corresponding ADPAAS data instead
of manually typing in the information.

5.3 Contact Information

Under the My Info tab, clicking the Contact Information menu item on the left side of the

page displays a window with 2 panes of information about you. Each pane has a button to
edit the information and a Help button.

ADPAAS AFM User’s Guide v2.4 Page 20



Training  Help
Giick the Edit bution to make changes.

Verily Info as Current ll Edit Contact Info

Last updated 04012020 by GAN BRYANT

BRYANT, MEAGAN ASHLEY (F) “Prafarrad Conlact ¥
Home Address: vome- ([ Primary Email4 Sponsor: uffated 04-01-2020

County: Ush ce:

DSN:

Contact Info

Parsonnel are responsitle for maimiaining acourste address and contact information in this section. Click the “ES buton to make changes.

DEERS Home Address and Contact Info (as of 03-30-2020)
Dita bekoer wil b updated within a month with data from DMOC (puled from DEERS and ather Amy datsbases).

vore D —— ]

Work: Secondary Email.

To login to DEERS, click here.

Country: USA Cell
DSN:

Work Location [T
‘Work Location is now on the Affiliation Infarmation page

The “Contact Info” pane has two parts. The top half contains your home address and
contact information. This can be updated at any time to reflect Temporary Duty (TDY),
Leave, and/or temporary living addresses while on Temporary Change of Station
(TCS) orders, etc. (It should not display your mailing address, only your physical

address.)

The bottom of this pane provides a snapshot of data last received from the Defense
Enrollment Eligibility Reporting System (DEERS) and the date it was received (if applicable).

PN sssessment  Reference  Traiming  Help
Ciick the Edit bution to make changes.

eerify Info as Current [l Edit Contact Info

ble for mainiaining aoourste address and contact information in this section. Click the "Edif bution to make changes.

Personnel are responsith
BRYANT. MEAGAN ASHLEY [F) st updated 04-01-2020 by MEAGAN BRYANT
Home Address: Primary Email ’ Sponsor: updated 14-01-2020
Country: USA

DEERS Home Address and Contact Info (a5 of 02-30-2020)
Data below wil be updated within 3 month with data from DMDC (pulled from DEERS and other Army databases)

Work: Secondary Email-

To login to DEERS, dlick here

Country: US4 cell:
DSN:

Work Location [QIITT)
Work Location is now on the Ailiztion Information page
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B sssessment  Reference  Traiming  Help

Cantact Info

(Cick the Edit buion to make changes.
Parsannel are respansitle for maintsining scoursts sddress and contact information in this section. Click the “E3iF button to make changes.
ERYANT, MEAGAN ASHLEY (F) eretemas Corizes Last updated 04-01-2020 by MEAGAN BRYANT
Home Address: Home: _ Frimary Emai Spansor: updated 04-01-2020
s . —

DEERS Home Address and Contact Info (as of 03-30-2020)

Data balow wil be updated within & month with data from DMDC (pulked from DEERS and other Army databases). To login to DEERS, click here.

Home Address: H_ Primary Emn_
— e .
‘Country: USA Cell:

DSN:

Work Location [EIITTY

Work Location is now on the Affiliation Information page

a. If your contact information is correct, click Verify Info as Current to update the name,
date and timestamp displayed for last update. Current address and contact information is
critical for locating and communicating with personnel and their families. You may also see
a different date when the system or a Command Officer Representative (COR) updated
the information. In ADPAAS a COR has limited rights to view and handle AFMs within the
unit to which they are assigned.

b. Click Edit Contact Info to add and/or update contact information. The “”/ADPAAS
Information” and "DEERS Information” panes appear:

Updste the ADPAAS Information or copy sactions from DEERS.
Afffiafion Information

Contact Information *First Middle Suffix *Gend:

st ‘Gender
Hame: BrYANT | MEAGAN [astLEY FEWALE ¥

Dispiaced Location Tris ot
NOTE: Plesse remove any FPOIAPD mailing address listed 2nd replace with your physical address. To log

ADPAAS Information {Last updated 0 by MEAGAN BRYANT )

Emergency Contacts
Ewent Information
Family Member infs
User Account.

DEERS Information (as of 03-20-2020)
Country: us

e
streat2:

o
stataiProvincs: -
ZIPPostal cnun:-

Home: [sss 123,457 ome: (D

Work:

stataiProvings:

ZPPostal Cove:

< Capy Phanss:

Coll Garler: | Ver.or

Secondary Emall Secandary Emall:

Prafamsa

/| 8
£
.
2 g §
2 E 3

1. If needed, edit your last, first, or middle name, suffix, or gender at the top of the
page.

2. If needed, edit, or add to, your ADPAAS information in the box on the left. Do not
insert your mailing address here, only your physical address.

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

4. If the displayed DEERS information is incorrect, or if there is none, click the here link
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above the DEERS data to log onto the DEERS site and update your DEERS
information.

NOTE: Using the provided link to update your DEERS information at the DEERS site
will NOT immediately update the DEERS information displayed in ADPAAS.
ADPAAS reflects the last data import received from DEERS. Updating your data in
DEERS will help future data imports from DEERS to be accurate.

If the ADPAAS address or phone information for any of your dependents is the same

as yours, you can check the “Time Saver” check box by their name to update their
information as well.

6. Click the appropriate button to either Save or Cancel the updates you made.

b. Click the here link in “click here” to log in to the DEERS site and update the DEERS
information. NOTE: This will NOT immediately update the DEERS information displayed
in ADPAAS. ADPAAS reflects the last data import received from DEERS. Updating your
data in DEERS will help future data imports from DEERS to be accurate.

5.4 COR List

Under the My Info tab, clicking the COR List menu item on the left side of the page

displays the CORs for your assigned unit as well as their contact phone and email
address.

m CORs for WOZZAA - US ARMY OFFICE OF THE DEPUTY CHIEF OF STAFF, G-1
ARMY, RESERVES

R
Al

jooR List

MAJ MICHAEL MICHELL G313 VALERIE RIGOGLIOSO
036823363 035252433

Info

2692356 035452433
BMAIL MICHAEL A MICHELLZMIL@M VALERIE C RIGOGLIOSO CTVE

CPT LISAROUSSEAU AMAJ KENNETH WARD

LISA TROUSSEAUMIL@EMAIL ML EENNETH A WARD32MILEMAL

5.5 Displaced Location

Under the My Info tab, clicking the Displaced Location menu item on the left side of the
page displays the “Displaced Location” window with the address of where you went when
evacuated, as a result of being affected by an event.

Displaced LocatiqET)

Click the Edit button to make chang

No Displaced Location #
Please edit this s=ction if dizplaced! -

c. If you were displaced due to an event, click the Edit button in the “Displaced Location”
window. The following “Edit Displaced Location” page appears.
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~
Last Updated: 04-03-2017 15:03 PDT

f you or your family have been DISPLACED out of the affected geographic area
by 8n active event and have now retumed 1o your normal livingAworking location
please CONFIRM YOUR RETURN below

Confirmed Return

) Test CHRISTINE
Test Aice
Test Jack

Test Jobn

Complete this form if either you or your family have been DISPLACED by 8
disaster event. This means that you or at least one of you members are
unable 1o retum 1o your work location of Iving location due to the event Log into
ADPAAS 1o update your displaced location information as & changes

Event

Wiich event does this apply 107 | Select a0 event v

Sponsor - Confirm Out of Affected Geographic Area

Comfiom that the Sgonscr 1 out of S 2ected Geoprachc area. The Sponscr is ether nvouse v
o 22 thex fnal Sessnation. To provide confrmanon for e Famiy. Ses Below

d. Add and/or edit your Displaced Location information as required and click the

appropriate button to either Save or Cancel the updates you made. (These buttons are
at the bottom of the page, not shown.)

5.6 Emergency Contact

Under the My Info tab, clicking the Emergency Contact menu item on the left side of the
page displays “Emergency Contact” pane with location and contact information for one or
more people who can serve as a Point of Contact (POC) in case you can’t be reached:

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

No Emergency Contact Click "Add™ button to add an Emergency Contact.

a. Click the Add POC button in the “Emergency Contact” pane. The “Add Point of Contact”
window opens:
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Add Point of Contact

First Mame: I:l
e
Middle Namez [ ]
Relationship: l:l

Address:
Street!: | |

Streetd: | |
] —
State: [ Choose State |
Country: [USA |
Contact Info:

Work: I:I Secondary Email:| |

b. Add the name, address and contact information for the new POC.

c. Click the appropriate button to either Save or Cancel. Clicking Save will close the
“Add Point of Contact” window and display the “Emergency Contact” pane in the

“Contact Information” page with the newly added POC:

Emergency Contact (I

Doe, Jane (good friend)

Address: Home: 123-555-5878  Primary Email: jane doe@example com
125 Main St
Anyton, CA 90009  Work: 12 Secondary Email:

Country: USA Cell: 123-555-1224

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

[Edit Contact | Remove Contact]

d. Click the Edit Contact button for a specific POC to open the “Edit Point of Contact”

window for that POC, which looks very similar to the “Add Point of Contact”
window discussed in the previous step.

e. Click the Remove Contact button for a specific POC to delete that POC.

5.7 Event Information

If you have been affected by an event, you will see an Event Information menu item under
the My Info tab. You will not see this menu item if you have not been affected by an event.

Clicking the Event Information menu item will display a window with important information

regarding this event. Click the Event Information menu item. The “Event Information”

page appears:
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[wtanwy) vome [IRRREE

Surenary Dispiacet Lucation [P G e Edi s i ok charges
rrrp— ocati E
Cortad Wormation
corList
[—p— ‘Accountig st for 2020 £X TEST EVENT Click the B o o ke changes [Edit
Emengency Contacts N (Las, Frst el Accounin S Lt it [
s i | BT MEAsAN ASHLEY R - 04.01-2020 0810 AM POT MEAGAN BRYANT
Farniy Merter It
User ecunt
Evan infomation_ N G e Edi s i ok charges
Event Nams: HODA direced exerciue TEST EVENT AW ADPAAS Offce Acttve Dates: 03:35-2020 - Prasant
Insurapo Co.
FEMA Humger:

36k A POC 1ok smalher ot of contact (0.3, Ralaiive, Care Giver). [AdE POC

Ne POC Information. Cick Add PO o s  Printof Cantact

This page consists of four panes all related to the event.

5.7.1 Event Information - Displaced Location

The “Displaced Location” pane is a duplicate of the “Displaced Location” pane from the
“Contact Information” page. See section 5.3 for more information.

5.7.2 Accounting Status

The “Accounting Status” pane contains the accounting statuses for you and all of your
dependents in the system for a particular event. In addition, it shows when the status was
last updated, and by whom:

a. Click the Edit button to update the accounting status of anyone necessary.

b. Select the correct status from the drop down menu for the Sponsor and any dependents.

c. Select Save to capture the update.

Dispiaced Location _[GITTP™

Glick e Elit buton b ke charges
No Dispiaced Location E
Please edi this secton il dispiaced]

‘Accounting Siafus for 2120 EX TEST EVENT

Click the it buion o make changes: [Edi

F

Click the Edit bution bo ks changes.
103252000 - Present

Account For Event  HODA direcred exercise TEST EVENT IAW ADPAAS Office
p—— .

LLLLLLLLL

Evert Infarmation

Evert informstion_ [T

VBNt Nams: HODA drecied exerce TEST EVENT AW ADPAAS Offce

AW N (Last. Firsl, M)

BRYANT, MEAGAN ASHLEY

atner o NI

i §
i
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5.7.3 Event Information

The “Event Information” pane provides detailed event-related information:

Event Name: Eathquake in Caffomia  Active Dates: 04-03-2017 - Present /En
Total Evacuated: 0

[J TOY/TAD Orders [ HavePets Insurance Co. Best Insurance Co

[ EVACTOY/TAD Orders [ Using Rental Car FEMA Number: 56739

[ Memzer Degloyed [ Seheol-Age Chiren

D Antended Brief

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

button:
Event Information FERITM Click the Save button to make changes
Event Name: Earthquake in Caifornia Active Dates: 04-03-2017 - Present Ea
Total Evacuated:| 0 or N/A v
(] TDY/TAD Crders Have Pets Insurance Co. |Best Insurance Co
[J evac TDY/TAD Orders & Using Rental Car FEMA Number
[J Member Degloyed M School-Age Children
[0 Antended Brief

d. Update the pane contents as required and then click the Save button. The pane
contents will be saved and the Save button will be replaced by an Edit button.

5.7.4 Other POCs

The “Other POCs” pane is a duplicate of the “Emergency Contact” pane displayed when you
click the Contact Information menu item. See section 5.6 for more information.

6 Family Member Info

Under the My Info tab, clicking the Family Member Info menu item on the left side of the
page displays a window with information about any spouse, child, or parent. For Soldiers,
this information corresponds to page-2 dependents, whereas for both Civilians and

Contractors, this information is optional and may be manually entered. However, OCONUS
Civilians and Contractors that have family members accompanying them in a Command
Sponsored status are required to add all DEERS dependents!

If you have not entered any Family Members, the page will state, “No Family Member
Information”, as shown next:

(Ciick: Al Membr ko s aather fariy rermier | Add Member

No Family Member information
CORList
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If you have already entered a Family Member, they will be displayed, as shown next:

Family Member Information Click Add Member to add ancther family member [A8d Member ()
Test, John (Spouse, M) NA Venfy Info as Current m
ll\g‘&reasz 5 Home: 123-555-4587 Emailt: 5074221 @example com (Last updated 04-04-2017 by Test, CHRISTINE)
< jan Ot
Anytown. CA 92999 Work: Email2:
Country: USA Cell: Cell Carrier: Unknown

@ DEERS Info (as of 05-05-2015)

e
Test, Alice (Child, F) NA Verify Info as Current || Edit

‘1‘5’;’?}: = Home: 123-555-4557 Emaill: 5074222@exampie com [[Last updated 04-04-2017 by Test. CHRISTINE)]
< n Ol
Anytown, CA 88000 Work: Email2:
Country: USA Cell: Cell Carrier: Uninown
+ DEERS Info (3s of 05-05-2018)
Test, Jack (Child, M) NA Verify Info as Current [ Edit |
I‘\%s: - Home: 123-555-4587 Email1: 50674223@exampie com (Last updated 04-04-2017 by Test. CHRISTINE)
- an St
Anytown, CA 92000 Work: Email2:
Country: USA Cell: Cell Carrier: Uninown

+ DEERS Info (as of 05-08-2018 )

This page lists each of your dependents in their own pane with their individual location,
contact information and relationship to you. DEERS and non-DEERS Family Members
should be added here.

If a dependent has special needs, that may be indicated as well as their “Exceptional
Family Member (EFM) Category” (if any), provided that either you or a Case Manager
entered this information. However, this information is not tied to any official database.

a. To add a Family Member, click the Add Member button. This will display the
“Add Additional Family Member” window:
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Add Additional Family Member

ast: _*First Middie: Gender.

5 *Last:
Display Name: ‘| MALE v

Relationship: | Unknown ¥

*DOB: JAN v YYYY)
*Has a DoD ID? Yes No
Special Needs (e.g., Elderly. Disabled) Exceptional Family Member Category | N/A ¥ | (2) Help
Current Contact Info
*Street 1:
Street 2:
*City:
“State: | Choose State v
*Zip:
Country: | USA v
Home: Cell:
Cell Carrier: | Unknown hd
Primary Email:
Secondary Email:

Enter at least the following fields: Last Name, First Name, Gender, DOB (Date of Birth),
Street 1, City, State, and Zip. The DOB is mainly to distinguish school-aged children and
can be approximate (e.g., 1 JAN 2000). Be sure to enter only the physical address, not the
mailing address. You MUST identify if the family members has been issued a DODID
number on their dependent ID card. If they have then insert the DODID number. If they
have not been issued a DODID number they are NOT a DEERS family member. Just
select Has a DODID number as No. This will require you to check a validation statement,
and then continue to load physical contact information.

1. Enter any other fields if you have them, though these are optional.

Click the Relationship drop-down list to indicate the dependent’s relationship to
you.

The DOB is mainly to distinguish school-aged children and can be approximate
(e.g., 1 JAN 2010).

For dependents with special needs, click the Special Needs check box and the
Exceptional Family Member Category drop-down list.

a) If you click the Special Needs checkbox, a Special Needs Description field
will pop up that you must enter.

b) For help with the Exceptional Family Member Category drop-down list,
click the related Help button. Do not input HIPAA data here.

NOTE: The information you enter about the special needs of an EFM is not
officially tied to any EFM database.
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2. Click the Save or Cancel button as appropriate. If necessary, you can come back
later to edit the information you have entered. If you click the Save button, you will
see an additional pane with the newly added Family Member’s information.

b. Click the +/- toggle buttons to expand and collapse the DEERS information for any

Family Member.

Family Member Information Click Add Member to add anothes family member |Add Member

Test, John (Spouse. M)  N/A Verify Info as Current Jil Edut |
;1\9;:9’?5; - Home: 123-555-4567 Emaill: 5074221@example com (Last updated 04-04-2017 by Test. CHRISTINE)
4 Main St

Anytown, CA 08099 Work: Email2:

Country: USA Cell: Cell Carrier: Unknown

ﬂ\oesns Info (as of 05-08-2016 )

NOTE: The DEERS data displayed in ADPAAS reflects the last data import received
from DEERS and is dated to indicate when the last import was received:

Family Member Information Click Add Member to add another family member |Add Member

Test, John (Spouse, M) NA Venfy Info as Current m
?ﬂgﬁ?ﬁ S Home: 123-555-4567 Emaill: 5074821@example com (Last updated 04-04-2017 by Test. CHRISTINE)
<34 Man St
Anytown, CA 00200 Work: Email2:
Country: USA J Cell: Cell Carrier: Unknown
| - | DEERS info (as of 05-08-2018) |
Home Address: Home: Emailt:
1224 Main St. E
Anytown, CA 00820 Work: Email2:
Country: USA Cell

c. If a Family Member’s contact information is correct, click the Verify Info as Current
button for that Family Member to update the name and date timestamp displayed for
last update. Current address and contact information is critical for locating and
communicating with Family Members.

d. If a Family Member’s contact information is incorrect, click the Edit button for that
Family Member to open the “Edit Family Member” page. This page is similar to the “Edit
Sponsor's Home Address and Contact Info” page used to edit the Sponsor’s contact
information, described in step b of section 5.2.1.

e. Click the Remove button for a particular Family Member to delete that Family Member,
due to divorce, death, etc. A confirmation window will appear.

NOTE: You can’t remove Family Members if they have been affected by a current event
and are required to be accounted for. Once the event is closed, then the dependent can

be removed.

NOTE: Only a Sponsor can add or delete a Family Member from DEERS, and proper
documents are required, such as a marriage certificate, divorce decree and/or birth
certificate. To do this, the Sponsor must go to the nearest uniformed services personnel
office, which can be found here: http://www.dmdc.osd.mil/rsl/.

7 User Account

Under the My Info tab, the User Account menu item on the left side of the page allows you
to update your username and reset your password.
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a.

Click the User Account menu item. The “User Account” window appears:

Usemame: MEAGAN.ABRYANTMLEMAIL ML [TZETY

Password:

it
[ [ —
User Types
:

1. Click the Update button to enter a username and then click the OK button to make
this your username. A confirmation message appears:

% Usemame has been updated.
o

2. To change your password, Click the Change Password button. A “Change
Password” window will appear:

Change Password

| oK || ] |

3. Enter the old and new passwords, making sure that the new password contains at
least one uppercase letter, one lowercase letter and one special character.

4. Click the OK button to submit your password change. You will receive
confirmation that your password was successfully changed.

% Password has been changed.

%

8 Assessment Tab

When you first click the Assessment tab, there are 3 possible screens you may see. Which
screen you see depends on whether you are affected by an event or may be required.

If you are NOT affected by an event, you will see the following message:
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Our records currently indicate that
you are not affected by any event.

~, You are not required to self-

account at this time.

You may log out now or click the

“My Info” tab to verify and update
your contact information.

If you are affected by an event, please contact your

chain of command or call the ADPAAS Information
Hotline at 1-800-833-6622, option 3

8.1 Needs Assessment Survey from your Computer

If you are affected by an event that does not allow personnel to complete a Needs
Assessment, you will see a message stating that no assessment survey is required when
you click the Assessment tab:

ADPAAS

Home My Info Assessment

ARMY DISASTER PERSONNEL ACCOUNTABILITY Logout
and ASSESSMENT SYSTEM

Reference Library  Help

> Survey
Introduction / FAQ

Print Biank Survey

No Assessment Survey is required for this event.
If you wish, you may logout now.

The ing i are ilable to you now and whenever you login again:

1. Use the My Info tab to update your contact information, and to update other personal
information

2. Visitthe Home tab for announcements and other up-to-date information

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

If you have an urgent need, please contact the Army Information Hotline at 1-800-833-6622.

If you are affected by an event that does allow personnel to complete a Needs
Assessment, you will have to verify your contact information and complete a needs
assessment, described in the following 3 sections.

If you have already verified your contact information and completed a needs assessment,
what you see when you click the Assessment tab will be a completed Needs Assessment
Summary, described in section 6.1.4.

8.1.2 Needs Assessment Summary

If you are affected by an event that does allow you to complete an assessment and you
have not already completed an assessment, the Assessment tab will take you through a
process designed to obtain your current location and contact information and to assess your
needs as a result of being affected by an event.

a. Click the Assessment tab. This will display a screen where you will provide your
needs assessment. Each field can be edited as necessary.
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TRAN SPORTATION TG OMWARD DEBTINATION (D yau ar your family need hala geling 1o 3a Mavan ar Permaren Duty Slaian (FOEJT

| e | Mot Aflocind)

LOCAL TRANIFORTATION (Do yau need ransporiatian 1o mest parsanalfamily reeds1)

| e

8

=RmAN NG (Dt you nass naR wit parmanant Rousng
| e | Mot Aflecind)

b. Review the contents of all fields and select Need Assistance where applicable.
Select the option that describes your request.

Each need category has 3 possible choices for you to select from: Not Affected, Not
Sure, and Need Assistance.

NOTE: Selecting “Not Affected” for a need category means a category does not
apply to you at the present time.

NOTE: Selecting “Not Sure” or “Need Assistance” will expand that section to provide
you with more detailed choices and a “Comments” field, as displayed in the following
picture._Leave your choice as “Not Sure” if you have an unknown or developing
situation, e.g. you were evacuated in advance from a high danger area, and news
reports now indicate that the area was severely damaged, but you do not know if
your home was actually affected.

Meed Assistenee (Check all that apply. Plesse chooss Hot Aflacled i rane saply!)

WMEDICAL (Do you or yous family need meical help?)
MISSING FAMILY LOCATOR (Do you need help finding missing famiy members?)

TRANSPORTATION TO ONWARD DESTINATION (Do you or your family ne=d h=ip getting to Safe Haven or Permanent Duty Station (FDS7)
LOCAL TRANSFORTATION (Do you nasd transzonation 1o mest personalfamiy needs?)

TEMPORARY HOUSING (Do you nasd help with temporary housing)

FERMANENT HOUSING (Do you need help with permanant housing?)

PERSONAL PROPERTY (Do you nesd help shipping andler storing personal propary?)

FINANCIAL ASSISTANGE (Do you need help with persor

PAY AND BENEFITS (Do you with your pay, benefits, evacuation allowsnces, or travel orders?)
CIVILIAN EMPLOYEES (#re you 2 civiin in need of help with 2 weorkrelated issus?)

FAMILY EMPLOYMENT (Do you or your family need help finding 2 job?)

CHILD CARE (Do you ne=d help with childoars?)

SCHOOL (Do you nesd information on schools?)

LEGAL SERVICES (Do you need legal help?) more

CHAPLAIN (Do you or your famify nesd help from 2 chaplain?)

COUNSELING (Do you or your family niesd 1o 12 10 3 counselor?)

MORTUARY ASSISTANCE (Do nieed help with the loss of 3 family member due to the disaster?]

FUNERAL ARRANGEMENTS (Do you need help with funsrsl amangamants or retur of personal efecrs?)

ADPAAS AFM User’s Guide v2.4 Page 33



Make selections for every need in the survey to indicate your current needs.

A

Step 20f 3: E inC Needs A Survey

Not Not Need
Affected Sure Assistance (Check ail that apply. Please choose Not Affected  none apply')

O ( MEDICAL (Do you or your family need medical help?)
. (0] MISSING FAMILY LOCATOR (Do you need help finding missing family members?)
o TRANSPORTATION TO ONWARD DE STINATION (Do you or your family need help getting to
Sa‘e Haven or Permanent Duty Station (PDS)?)
) Need evacustion transportation to safe haven, out of the dissster sres
=/ Need transportston to safe haven or sitemate duty locstion

[T Need transportstion to return to my duty ststion
) Need information only

Comments:(must check a box above first)

n trying
ditonal comments use the bottom of the form

LOCAL TRANSPORTATION (Do you nead transportation to meet personslfamily needs?)

i. If desired, enter any additional information in the Additional Comments field at
the bottom of the survey (not shown). These could be helpful to the Case
Manager who will be contacting you. Do not insert any HIPAA data.

ii. After completing all 19 needs categories, click the Continue >> button at the
bottom of the survey (not shown).

8.1.3 Needs Assessment Survey (Submission)

Once you complete the assessment process, as covered in the previous 2 sections, you are
provided confirmation that your assessment was submitted, informed that a Case Manager
will contact you, and given information on other uses of ADPAAS:

Survey Completed

Step 3 of 3: Your assessment survey has been submitted.
Thank you!

A C3EES Manager fram 3 Army Family Afvocate Cemter (FAC) will b2 3s5igned ta contact you and
3salEt with your nesde. Plesss be patient. Depending on the esverlty of your nesde and thoss of
oiher attectad AFM, It may t3ke same time to contact you.

The following cpilane are avallable to you now and whanaver you lag In again:

1. UEe the My Info 13D 1o WpdSts your contact Information, and 1o update olher parsans
intarmatian

2. Viek the Home page for announcemeants and olher up-to-gate Infermatian

3. Browes the Reference LIBrary far nelpful Inks and dacumerts

4. Onthe Assessment b, you wil 522 your AssesEment SLmmary. You £an pint & copy for
YOUF F2COrEs, OF yOou may click the "EdIT INKe 10 make changee.
Note: you 23N oaly make changee to your sLrvey untll yaur c3es as been openad. Oncs
your case has baen opened, uee the [Add Camment] bution which will apgear.
Tha "Print Slank Survay™ link |e an tha k2f manu In case you nead 1o pravide others who canl
access this eyslem with blank survey formes 1o f3x or dellver to 3 FAC.

Changes Saved
c. Read the provided information and then click Changes Saved to close the window.

NOTE: Once a Case Manager electronically opens your Needs Assessment Summary
and begins processing your requests, you will not be able to edit your entries so it is
important for you to review your entries for completeness and accuracy before you

submit them.

8.1.4 Reviewing the Needs Assessment Summary
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After submitting your Assessment Survey, you can review a summary of the completed
Assessment Survey. If your case has not yet been opened, you will also still be able to edit
the survey, in case your circumstances have changed.

If a case has not yet been opened for you, you will see an Edit button by each category, so
you can still edit the Assessment Survey.

This assessment is available by clicking the Assessment tab, or if you're already under the
Assessment tab, by clicking the Survey menu item:

/

d| Earthquake in California Needs Assessment Summary for Test, CHRISTINE

) * Earthquake in Calfornis
M) (Case ID 3208) S
[EVTT1]) Assessment compietes on 04-06-2017 15115
‘ ’ Assessment Categorie
Hello Test. CHRISTINE. Bafore vour case is officialy opened. you are aliowed to update your
MEDICA

assessment at any time. If your assessment indicates that you need assistance, 3 Case Manager
will contact you

Print for your records e

MEDICAL (Do you or your family need medical heip?)
@ Not Affected)

MISSING FAMILY LOCATOR (D0 you nead help incing missing family members?)

@ (Not Affected

TRANSPORTATION TO ONWARD DESTINATION (Do you of your tamily nead heip getting 1o Safe
Haven or Permanent Duty Station (PDS)?)

Oz

{Z Need transportation to safe haven or aktemate duty location

Comments

Dur car wonldn't <tan whan trvinn s leave hams

d. Click the Print for your records button if you want a printed copy of your Assessment
Survey.

e. Click any Assessment Category link on the right to jump to that section of the
Assessment Summary.

f. If your case has not yet been opened, you will see the Edit button next to each category.
If your circumstances have changed, click the appropriate Edit button(s) to update your
information.

Once a case has been opened for you, you will no longer be able to edit the survey.

NOTE: Not all events will have a Needs Assessment survey. If there is no Assessment,
after you click the Continue button, you are finished, and can go to the other tabs such
as Home, My Info, Reference, Training or Help.

8.1.5 Needs Assessment Introduction/FAQ

This is a brief introduction to the Assessment Survey as well as Frequently Asked
Questions:

The Needs Assessment Survey is designed to help sponsors and dependents identify
disaster-related needs. By reviewing the 19 disaster categories, Sponsors and dependents
are able to specify needs to ensure the best possible disaster assistance.

Take a moment to review the survey description and 5 frequently asked questions and
then click any of the questions to see the answers.
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8.1.6 Printing a Blank Needs Assessment Survey

If it would be more convenient for you, or others you may know, you can fill out a hard copy
of the Needs Assessment Survey and call it in later.

a. Under the Assessment tab, click the Print Blank Survey menu item on the left. A
printable Needs Assessment Survey will be displayed:

WSARNY) Home My Info

Reference  Training  Help

ADPAAS Information Hotline 1-800-833-6622, option 3

Personal Information

Survey Date (month/day/year)

Name (Last, First, Middle).

SSN: Date of Birth (month/day/year):

uic: Command Name:

Current Contact Information

Address/Hotel:

Phone. City. State.

Email

b. Click the Print this page button to send the survey to a printer.

c. Ifitis your intention to call in the survey results later, completely fill out the blank survey
form and then call the Army Info Hotline phone: 888-276-9472.

d. The following numbers are also available for reporting your, or your family’s, needs:

e Military OneSource

e Within CONUS, Toll Free - (800) 342-9647 / (800) 464-8107 Outside CONUS,
Collect Call - (703) 253-7599

e Hearing-impaired callers - (866) 607-6794
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e Spanish-speaking callers (para llamadas en Espaiiol) - (877) 888-0727

9 Reference

The Reference tab is a good place to go for a lot of useful information and links to additional

information.

a. Click the Reference tab. Several scrollable panes of information are displayed:

My Info

ERAPES) Training  Help

Key Phone Numbers and Web Addresses
Ry
-800-833-6622

ADPAAS INFORMATION HOTLINE

The Army Human Resources Command (personnel questions)
24-hour Army Reserve Helpline

Army Worldwide Locator Assistance (Active Duty Only)

325-3732

7
FEMA 1-800-621-FEMA (3362)
TTY X
USAgov
G
American Red Cross 1-866-43:
D 1-888-33

APWU Healthcare Plan

1-

TDD 1,
Blue Cross and Blue Shield 1
GEHA Benefit Plan

1-8 1-6136
TDD 1-8 1-4833
1-800-544-7111

PBP Health Plan
DoD Civilians and Retirees
56D Component

Army Retired Affairs 1 800-336-4909
Department of the Air Force 1-800-435-9941
Department of the Army 1-338-766-3258
Department of the Navy 1-877-689-2722
Department of the Marine Gorps 1-377-689-2722
All Defense Agencies 1-703-604-6071 (Call Collect)
DOD Civilian Hotline 1-888-363-4372
Defense Finance and Accounting Service (DFAS), or APF civilian pay. including how to re-direct paychecks or direct deposits 1-888-332.7411
Thrift Savings Plan (TSP) 1-877-565-3378

Military points of Contact

Aoy Contn
ADPAAS INFORMATIO 1-800-833-6622, option 3
itte .2 1-877-464-9330

* assessment Form (Blank) PDF

* FEMA

* Federal Employees Eenefils Handbook (PDF)
* Federal Relirees and Survivor Annuitants (PDF)
* Lifelines

* Miltary Homefront

* Operation Homefront

* PERSONAL & FAMILY HURRICANE PREPAREDNESS PLAN
* Ready Army

* Red Cross

* Social Security Adminisiration

* The Military Family Network

* United We Serve

% ADPAAS AFM Computer Based Training

* ADPAAS AFM User's Guide v2.3 Feb2015 (PDF) 3.5 MB
* ADPAAS Poster for AFM

% ADPAAS Trifold Brochure

* DA FM 7767 ADPAAS Needs Assessment Survey (PDF)

b. Click any of the links to either open another window with a website, or to view or

download a file.

10 Training

The Training tab provides ADPAAS training support to include CBT modules and links
to PDF user guides. An e-tutorial is also provided which provides insight into the
importance and purpose of why personnel accountability is critical to readiness family

support.

My Info t o Re

VWant to leam more about using ADPAAS at your own pace? Try out one of our flexible CBT modules listed belov. Access is available any-time and you can start, stop
and start again at your convenience. No registration or additional software is required!

To learn more abeut using ADPAAS as an AFM please click here to view the AFM CBT.

Below is a list of ADPAAS Instructional files for download to assist you in using the system
Army Family Member Files
ADPAAS Seli-Account Help (PDF)

Army Family Member Login Methods (PDF)

Updating Profile (PPTX)

ADPAAS AFM User’s Guide v2.4

Personnel Accountability eTutorial

Personnel Accountability eTutorial (PA)

Please click on the Personnel Accountability e Tuterial to gain
complete insight into the importance and purpose of why
personnel accountability is critical to Army Personnel readiness
and support to cur Army Families.
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11 Help

The Help tab takes you to the “Help” page where you can find ADPAAS support contact
information, links to user guides, system release notes, and family member feedback
survey.

eedBack Contact Numbers
. *  ADPAAS Help Desk Hotline:
Family Member Feedback 1-800-833-6622
askhre.army(@us. army.mil
Please take a few moments to answer the following questions and provide comments: 0500 1700 HRS

Mon thru Fri = No longer 24 Hours

1. How easy was the system to log in to?

very easy wvery difficult User Guides and other Downloads
* ADPAAS AFM CET
(If not easy, please explain) * ADP; W User's Guide v2.3 Feb2018 (PDF) 3.8 MB

Brochure (PDF) 5.5MB

Poster (JPG) 282KB

dea_Mar10 (W) 11MB
0KE
ssessment Survey (PDF)

AD
ADPAAS Release Notes for Version 4.47.0

2. How clear were the steps to follow after you first legged in? In other words, did
you understand where to go?

very clear not clear atall

(If not clear, please explain)

3. Overall, how easy was the system to use?

very easy very difficult
All General:

(If not easy, please explain
N V. P P ) * System errors will display the server name on efror pages
* New Event Notification Templates created
- * System supports mulfiple affiliations on the full profile summary page
4. Do you understand why you were asked to provide contact information? * System now supports GETTING children from Unit Hierarchies
-

yes Personnel page returns correct Civ Sub Org resulis

no

To contact the Help desk, use the information in the “Contact Numbers” pane.

Click any of the links in the “User Guides and other Downloads” pane to download a
document.

NOTE: One particularly helpful link is to the ADPAAS AFM CBT. Click this under the
“User Guides and other Downloads” pane to start Computer-Based Training (CBT) on
how to use ADPAAS:

c. Read the “Release Notes” to view information about the latest changes made to the
system.

d. Complete the Feedback survey in the “Feedback” pane by clicking the radio buttons to
answer the survey questions and adding comments:

4. Do you understand why you were asked to provide
contact information?

yos

no

(If no, please clarify)

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

e. Click the Submit button to submit the survey (or the Reset button to start over). You will
receive confirmation that your feedback was submitted:
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FeedBack

Thank you!

Your comments and suggestions are appreciated.

Remember, your feedback will help us improve the system, not just for you, but for all
future Army Family Members.

Thank you for using ADPAAS!
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12 Acronyms

ADPAAS Army Disaster Personnel Accountability and Assessment System
AFM Army Family Member

CAC Common Access Card

CBT Computer Based Training

CONUS Continental United States

COR Command Officer Representative

DA Department of the Army

DEERS Defense Enrollment Eligibility Reporting System
DOB Date of Birth

EFM Exceptional Family Member

FAQ Frequently Asked Questions

GAOC Geographic Area of Coverage

GAOI Geographic Area of Interest

HIPAA Health Insurance Portability and Accountability Act
HQDA Headquarters Department of the Army

OCONUS Outside the Continental United States

PCC Personnel Contingency Cell

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

POC Point of Contact

SSC SD SPAWAR Systems Center, San Diego

TCS Temporary Change of Station

TDY Temporary Duty
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