List Aircraft Requests

1. Click List Aircraft Requests from the left navigation
menu.

2. Click In Process

PENDING SUBMISSION Requests Sorted by

FPENDING SUBMISSION Farliest Upcoming
-NEW
_ MODIFIED Travel to pull up
PENDING APPROVAL your list.
-SUBMITTED .
_IN PROGRESS 3. Filter current request

- NEED MORE INFO Status by selecting

an option in the

ALL APPROVERS RESPONDED

- APPROVED

- APPROVAL RESTRICTED Status column d]_'op—
- DENIED

- PARTIALLY DENIED down menu.
ARCHIVED 4. Act on the current
CANCELLED .
TEMPLATE request by selecting
ALL ACTIVE REQUESTS Review

Request/Submit,

Export to File, View History, or Set as Template.

Create Aircraft Request

1. Click Create Aircraft Request on any Aircraft
Requester page left navigation menu.

2. Complete the required fields (shown in bold) for each
of the tabs.

3. Select to either SAVE the Aircraft Request, REVIEW
FOR SUBMISSION, or VIEW TEXT to view the
AUTODIN format.

Edit Aircraft Request
1. Click List Aircraft Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest
Upcoming Travel to pull up your list.

3. Sort the Aircraft Requests by the appropriate Status.

4. Click on the ID number of the request you wish to
edit.

5. Edit the fields within each tab, as necessary.

6. Select to either SAVE (continue editing), REVIEW
FOR SUBMISSION (submit for approval) or VIEW
TEXT to view the AUTODIN format.

Save Aircraft Request
1. To save your Aircraft Request, click SAVE at the top
of the request at any time.

Create/Edit Aircraft Request

SAVEl REVIEW FOR SUBMISSION VIEW TEXT

Subject: » ' RequestID:

* At a minimum, bold fields are required for submission. Consult FCG for all clearance reguirements.
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Submit Aircraft Request

1. Click List Aircraft Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest

Upcoming Travel to pull up your list.

Click Review Request/Submit.

4. Review the Aircraft Request Detail page to ensure the
information is correct.

5. Enter any comments to be sent to the approvers and
click the SUBMIT button.

e

6. The request is fully submitted when you receive a note

that says “Your APACS Request was submitted
successfully.”

Aircraft Request Detail

Edit History / Approver Comments Cancel Setas Template Export to File Clone Return to List

Please review details of this request then submit for approval.

=

e

Enter a comment for the Request History:

UNCLASSIFIED

View Aircraft Request Report
1. Click Reports from the left navigation menu.

2. Select and complete a filter option.
3. Click SUBMIT.

View Aircraft Request Audit History

1. Click List Aircraft Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest
Upcoming Travel to pull up your list.

3. Click View History in the row of the Aircraft Request
for which you wish to view the audit history.

4. Click View Audit at the top of the Aircraft Request
Log History page.

View Aircraft Request History

1. Click List Aircraft Requests from the left navigation

menu.
JAireraft Request Log History 2 Cth In
View Detail View Audit Back to the List PIOCCSS
Requests
Sorted by Eatliest Upcoming Travel to pull up your

list.
3. Click View History in the row of the Aircraft Request

ou wish to view.

Review Evport Setas
RequestSubmif to File Template
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1. Click List Aircraft Requests from the left navigation

menu.

Status
FEMDING SUBMISSION

FENDING SUBMISSION
- NEW
- MODIFIED
PENDING APPROVAL
-SUBMITTED
-IN PROGRESS
- NEED MORE INFO
ALL APPROVERS RESPONDED
- APPROVED
- APPROVAL RESTRICTED
- DEMIED
- PARTIALLY DENIED
ARCHIVED
CANCELLED
TEMPLATE
ALL ACTIVE REQUESTS

2. Click In Process
Requests Sorted by
Earliest Upcoming
Travel to pull up
your list.

3. Filter current request
Status by selecting an
option in the Status
column drop-down
menu.

4. Act on the current
request by selecting
Review
Request/Approve,

Export to File, or View History.

Respond to Aircraft Request
1. Click List Aircraft Requests from the left navigation

menu.

2. Click In Process Requests Sorted by Earliest Upcoming
Travel to pull up your list.

3. Select Review Request/Approve in the row of the
Aircraft Request you wish to act on or respond to.

4. Review the details of the request and choose
History/Requester Comments, Contact Requester,
Approver Options, Export to File, Cancelled Itinerary

Details, or Return to List.

NOTE: If you choose Approver Options, you can then
Approve, Approve with Restrictions, Request More
Information, mark the Request as In Progress or Not
Required, or Deny the request.

Aircraft Reque st Detail

—

Earliest Travel

AFGHANISTAN 1311002 NOV2018 VIEWED

History | Requester Comments _ Contact Requester (1 Approver Options )| Exporttoils  Refurn fo List

Permissions: DatefTime: Status: Approve:

approvals, choose.

Approve Heed
WiRestrictions:  Deny:  NotRequired:  In Progress:  Mare Info:

View AUTODIN Format

1. Click List Aircraft Requests from the left navigation

Aircraft Request Export Options

View Detail Back to the List

e strongly recommend you to use APAC
APACS then you can export the Request

To export the Request to a file click on the
HTML

Plain Text
XML

menu.
2. Click In Process Requests
Sorted by Earliest

3.

Upcoming Travel to pull up your list.

3. Click Export to File in the row of the Aircraft Request
you wish to save.

4. Right-click on the Plain Text option to save in the
AUTODIN format locally on your hard drive. The
user also has the option to save in html and xml
formats.

5. Select Save Target As...in the browser menu.

Rename the file and save it in your filing system.
7.  Click Save.

&

View Aircraft Request Report
1. Click Reports from the left navigation menu.

Aircraft Request Reports

Select from one of the following filter options to retrieve Reports

Gut Aireraft Request with ID B

@  Listall unapproved Aircraft Req heduled to depart after today and before

RUN REPORT SAVE REPORT HIEEHEEM

@  Listall Aircraft Requests where

¥ and Dep time 2015110 1 B2 aip
and 3013-11-0 B B2 nep
Subject
Itinerary Country is | Afghanistan -

Mgona
Amancan Samea
Andorra

Angoln

Anguslls
Antarctics

Anbgua & Barbuda
Argenting
Asmenin
Arba

Asconsion lsland

Austraks

Austna e

* Use "cirl” + chick o select mulliple values

Aireraft Callsign

Aircraft Type

Aircraft Tail Number
Alreraft Mission Number

Overall Request Status | APPROVAL RESTRICTED -
APPROVED
ARCHVED
CANCELLED
DENIED
IN PROGRESS
MODIFIED
NEED MORE INFO
NEW

PARTIALLY DEMNIED

T USE TCUT 4 CRCK 10 Selecl mulliple values

Hinerary Country Clearance Status APPROVAL RESTRICTED -
APPROVED
AUTO APPROVED
CANCELLED
DENIED
N PROGRESS
MODIFIED

WA

NEED MORE INFO

NEW

NOT REQUIRED

NO ACTION TAKEN

SUBMITTED

VIEWED o

* Use "cti™ + click to select multiple values

RUN REPORT SAVE REPORT CUSTOMIZE REPORT

2. Select and complete a filter option.
Click SUBMIT, or if SUBMIT is not available, click
Run Report to run the report once, Save Report to save
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the report for future use, or
Customize Report to filter the
information provided in the report.

View Aircraft Request Audit

1. Click List Aircraft Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest Upcoming
Travel to pull up your list.

3. Click View History in the row of the Aircraft Request for
which you wish to view the audit history.

4. Click View Audit at the top of the Aircraft Request Log
History page.

JAireraft RBequest Log History

View Detail View Audit Back to the List

View Aircraft Request History

1. Click List Aircraft Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest Upcoming
Travel to pull up your list.

3. Click View History in the row of the Aircraft Request
you wish to view.

Review Export Setas
RequestiSubmif o File Template




List Personnel Requests

1. Click List Personnel Requests
from the left navigation menu.

2. Click In Process Requests Sorted by Earliest

Upcoming Travel to pull up your list.

3. Tilter current request

- Status by selecting an

-NEW

. MODIFIED OptiOl’l in the Status
FPEMDING APPROVAL

SSUBMITTED column drop-down menu.
4. Act on the current request
ALL APPROY POMNDED by s electing Review
Request/Submit, Export
to File, View History, or
Set as Template.

PROVED
-APPROVAL RESTRICTED
-DEMIED
-PARTIALLY DENIED

IYE REQUESTS

Create Personnel Request

1. Click Create Personnel Request on any Personnel
Requester page left navigation menu.

2. Complete the required fields (shown in bold) for each
of the tabs.

3. Select to either SAVE the Personnel Request or
VIEW TEXT to view the AUTODIN format.

Edit Personnel Request

1. Click List Personnel Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest

Upcoming Travel to pull up your list.

Sort the Personnel Requests by the appropriate Status.

4. Click on the ID number of the request you wish to
edit.

5. Edit the fields within each tab, as necessary.

6. Select to either SAVE (continue editing), REVIEW
FOR SUBMISSION (submit for approval) or VIEW
TEXT to view the AUTODIN format.

e

Save Personnel Request
2. To save your Personnel Request, click SAVE at the
top of the request at any time.

Create/Edit Personnel Request

S.QVEl REVIEW FOR SUBMISSION

Subject: testing 123 » B Reguest ID: 548330

* Ata minimum, bold fields are required for submission. Consult FCG for all clearance requirements.

Submit Personnel Request

1. Click List Personnel Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest
Upcoming Travel to pull up your list.

3. Click Review Request/Submit.

Aircraft and Personnel Automated Clearance System
Quick Reference Guide
Personnel Clearance Requester

4. Review the Personnel Request Detail page to ensure
the information is correct.

5. Enter any comments to be sent to the approvers and
click the SUBMIT button.

6. The request is fully submitted when you receive a note
that says “Your APACS Request was submitted
successfully.”

Personnel Request Detail

Enter a comment for the Request History:

()

-
UNCLASSIFIED

Edit  History / Approver Comments  Cancel Setas Template ExporttoFile Clone  Return to List

View Personnel Request Report
1. Click Reports from the left navigation menu.

2. Select and complete a filter option.
3. Click SUBMIT.

View Personnel Request Audit History

1. Click List Personnel Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest
Upcoming Travel to pull up your list.

3. Click View History in the row of the Personnel
Request for which you wish to view the audit history.

4. Click View Audit at the top of the Personnel Request
Log History page.

Personnel Request: Log History

View Detail ‘ View Auit ’ Back to the List

Date Type

View Personnel Request History

3. Click List Personnel Requests from the left navigation
menu.

4. Click In Process Requests Sorted by Earliest
Upcoming Travel to pull up your list.

5. Click View History in the row of the Personnel
Request you wish to view.

Feview Ex['.:l!:lrt Selas
RequestSubmif o File Template




List Personnel Requests
1. Click List Personnel Requests
from the left navigation menu.
2. Click In Process Requests Sorted by Earliest
Upcoming Travel to pull up your list.
3. Filter current request
Status by selecting an
option in the Status
column drop-down menu.
Act on the current request
by selecting Review
Request/ Approve, Export

NCELLED i ; i
T e FEGUESTS to File, or View History.

-SUBMITTED
-IN PROGRESS
-MEED MORE INFO
ALL APPROVERS RESPONDED 4

- 4PPROVED
-&PPROVAL RESTRICTED
-DENIED
- PARTIALLY DEMIED
]

Respond to Personnel Request

1. Click List Personnel Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest
Upcoming Travel to pull up your list.

3. Select Review Request/Approve in the row of the
Personnel Request you wish to act on or respond to.

4. Review the details of the request and choose
History/Approver Comments, Contact Requester,
Approver Options, RFV Forms, Export to File or
Return to List.
NOTE: If you choose Approver Options, you can
then Approve, Approve with Restrictions, Request
More Information, mark the request as In Progress or
Not Required or Deny the request.

Personnel Request Detail

History | Requester Comments Contact Requester ‘ Approver Options 'RFV Forms Exportto File  Cancelled inerary Details
Returnto List

OPTIONS
Permissions: Status:  Approve:
UMITED: KINGDOM i, (4] (o] Q Q 0 Q

O maee traveler(s) to UNITED KINGDOM visible in eCC visfior list report. More Info

Approve w! Restrictions: Deny:  Not Required: InProgress: Need More Info:

View AUTODIN Format
1. Click List Personnel Requests from the left navigation

menu.
2. Click In Process
Requests Sorted by

Personnel Request Export Options

View Detail Back to the List

Earliest Upcoming
We strongly recommend you to use APACE Travel to puu Up
APACE then you can expaort the request to your liSt.

3. Click Export to File

in the row of the
HTML Personnel Request
Plain Text .
L you wish to save.

4. Right-click on the

Plain Text option to save in the AUTODIN format
locally on your hard drive.

T export the request to a file click on the o
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5. Select Save Target As...in the browser menu.

6. Rename the file and save it in your filing system.
7.  Click Save.

View Personnel Request Report

1. Click Reports from the left navigation menu.
2. Select and complete a filter option.

3. Click SUBMIT.

Personnel Request Reports

Select from one of the following filter options to retrieve Reports

Get Personnel Request with ID

@  List all unapproved Personnel Requests scheduled to depart after today and hefore
2013-11-0 2 2 elp

RUNREPORT | SAVE REPORT | CUSTOMIZE REPORT

List all Personnel Requests with Last. First
Traveler Name

This summary report returns the following:
Traveler - Name (Last, First MI), Traveler - Organization, Request Id, Subject, Last Modified, Classification Level, Status

RUN REPORT | SAVE REPORT | CUSTOMIZE REPORT

View Personnel Request Audit History

1. Click List Personnel Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest
Upcoming Travel to pull up your list.

3. Click View History in the row of the Personnel
Request for which you wish to view the audit history.

4. Click View Audit at the top of the Personnel Request
Log History page.

Personnel Request: Log History

View Detail @ Back to the List

View Personnel Request History
1. Click List Personnel Requests from the left navigation
menu.

2. Click In Process Requests Sorted by Earliest
Upcoming Travel to pull up your list.

3. Click View History in the row of the Personnel
Request you wish to view.

Feview Export Setas
RequestiSubmif o File Template




