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New User Registration
Register here to begin the input process. (Note: If you've registered in the past, there is no need to register again. You can log-in using your previous username/password.)
Begin registration by typing in your e-mail address and click on the 'Register' button.

After obtaining your username and password, you will be able to return to the Login and submit observations in the lessons input program.  All fields with an asterisk (*) on the registration page are required items.

	First Name
	Enter your first name here. If you have been pre-registered in the system by someone else, some basic information may already be present. You may update this information as necessary. (This field is limited to 50 characters.) 

	Last Name
	Enter your last name here. (This field is limited to 50 characters.)

	Rank/Salutation
	This should contain your rank. Civilian users may enter "Civ." (This field is limited to 25 characters.)

	Title
	Enter any title appropriate for your duty here. (This field is limited to 50 characters.)

	Phone
	Enter either the DSN or COMM number for your current duty station. Select the DSN or COMM option to indicate which number you have provided. No dashes (-), spaces or parentheses. (This field is limited to 15 characters.)

	Primary E-mail Address
	This is an email address where you can be reached at your current duty location. This is a required field so others along the lesson's validation path will be able to contact you if they have questions. (This field is limited to 50 characters.)

	Alternate E-mail Email
	This is a second email where you can be reached. This may be a home station email address if you are currently deployed. This field may contain up to fifty (50) characters.

	Home Station
	Enter your home station, whether or not you are currently at that location. (This field is limited to 50 characters.)

	Unit/Organization
	Your unit name or office symbol. (This field is limited to 50 characters.)

	Home Station Phone
	This is your permanent phone number at your home station. This may be needed to contact you after the current deployment. Select the DSN or COMM option to indicate which number you have provided. (This field is limited to 15 characters.)

	Deployments
	If you are going to be involved in any of the deployments listed, you may select them at this time. This will automatically create a properly named Event for each Deployment. Consistent naming of the Events enables a smooth flow during the lesson learned rollup process. You may select multiple deployments by holding down the "Ctrl" key while selecting additional items in the list.

	Release Authority
	If you will be an authorized release authority for transmitting observations to a top-level lessons learned center, select the level of centers required. (Such as: the Air Force Center for Knowledge Sharing Lessons Learned (AFCKSLL), Aerospace Expeditionary Force Command Lessons Learned (AEFC).) The selected office will be notified to review and validate your release authorization.

	Username
	You get to select your user name for the AFIIP On-Line system. You may want to base this on your standard network user name if available. The user name will be checked to verify it is not already in use. Select a username and password easy for you to remember. (This field is limited to 50 characters.) 

	Password
	Enter a password containing between eight and 25 characters. DO NOT use passwords based upon personal information. Passwords should consist of capital letters, lower case letters, numbers, and special characters. Enter the same password in the Confirm field to ensure there were no mistakes in the entry.

	Security Question
	If you ever forget your user name or password, you may retrieve them using the security questions. (This field is limited to 255 characters.)

	Security Answer
	If you ever forget your user name or password, you may retrieve either of them by correctly answering the security question you entered. Your answer must be exactly the way you enter it here. Be sure to create an answer that will not trip you up because of case or punctuation. The question may contain up to 255 characters, but the answer is limited to 50 characters.


User Log in

After registration this is your entry into the AFIIP On-Line system. You must log-in here every time you wish to use this system. If you forgot your username and/or password, use the 'Trouble signing in?' link to retrieve the information. If you are sure you are using the correct username/password and still can not log in, please contact the your Event Center User Manager.

Existing User - Trouble Logging in

Entering your email address and selecting 'Retrieve Username' will open your security question. Your username can then be retrieved. You will then be prompted to answer the question you created when you registered. If you do not know the exact answer to the question, you will need to contact your Event Center User Manager.

To retrieve your password you MUST know your username and the exact answer to your security question. 

Login Help Security Question

If you have forgotten your question response you will need to contact your Event Center User Manager.

Updating a User Account Profile

Enter your user name and password on the login screen and select "Update Profile" to update your registration information.

You may also access this area by selecting the "update profile" link included on most of the forms.

All registration update information fields marked with an asterisk (*) are required items.

	First Name
	Enter your first name here. If you have been pre-registered in the system by someone else, some basic information may already be present. You may update this information as necessary. (This field is limited to 50 characters.) 

	Last Name
	Enter your last name here. (This field is limited to 50 characters.)

	Rank/Salutation
	This should contain your rank. Civilian users may enter "Civ." (This field is limited to 25 characters.)

	Title
	Enter any title appropriate for your duty here. (This field is limited to 50 characters.)

	Phone
	Enter either the DSN or COMM number for your current duty station. Select the DSN or COMM option to indicate which number you have provided. No dashes (-), spaces or parentheses. (This field is limited to 15 characters.)

	Primary E-mail Address
	This is an email address where you can be reached at your current duty location. This is a required field so others along the lesson's validation path will be able to contact you if they have questions. (This field is limited to 50 characters.)

	Alternate E-mail Email
	This is a second email where you can be reached. This may be a home station email address if you are currently deployed. This field may contain up to fifty (50) characters.

	Home Station
	Enter your home station, whether or not you are currently at that location. (This field is limited to 50 characters.)

	Unit/Organization
	Your unit name or office symbol. (This field is limited to 50 characters.)

	Home Station Phone
	This is your permanent phone number at your home station. This may be needed to contact you after the current deployment. Select the DSN or COMM option to indicate which number you have provided. (This field is limited to 15 characters.)

	Deployments
	If you are going to be involved in any of the deployments listed, you may select them at this time. This will automatically create a properly named Event for each Deployment. Consistent naming of the Events enables a smooth flow during the lesson learned rollup process. You may select multiple deployments by holding down the "Ctrl" key while selecting additional items in the list.

	Release Authority
	If you will be an authorized release authority for transmitting observations to a top-level lessons learned center, select the level of centers required. (Such as: the Air Force Center for Knowledge Sharing Lessons Learned (AFCKSLL), Aerospace Expeditionary Force Command Lessons Learned (AEFC).) The selected office will be notified to review and validate your release authorization.

	Username
	You get to select your user name for the AFIIP On-Line system. You may want to base this on your standard network user name if available. The user name will be checked to verify it is not already in use. Select a username and password easy for you to remember. (This field is limited to 50 characters.) 

	Password
	Enter a password containing between eight and 25 characters. DO NOT use passwords based upon personal information. Passwords should consist of capital letters, lower case letters, numbers, and special characters. Enter the same password in the Confirm field to ensure there were no mistakes in the entry.

	Security Question
	If you ever forget your user name or password, you may retrieve them using the security questions. (This field is limited to 255 characters.)

	Security Answer
	If you ever forget your user name or password, you may retrieve either of them by correctly answering the security question you entered. Your answer must be exactly the way you enter it here. Be sure to create an answer that will not trip you up because of case or punctuation. The question may contain up to 255 characters, but the answer is limited to 50 characters.


Event Management

Events contain all observations and lessons learned for the operation or exercise. AFIIP On-Line Event files are the same as data files used in the older JULLS or AFIIP programs. The Event name may be for an exercise or an operation. Some exercises and/or operations have pre-determined event names and have been preloaded for selection.

Event information and management begins when you first log in to AFIIP On-Line. Adding an event to your file is the first step in submitting observations. You may only add and edit lessons within the events that are still within your edit file. After a lesson is transmitted to the next higher level, you lose your write privileges (active control) but you retain read privileges.

If you did not select an event during registration, you will only see the ‘Add New Event’ option.

If you already have Events in your active file, you will see the following options: ‘Consolidate Events’, ‘Add New Event’, and ‘Delete Event.’
	Add New Event
	This option allows you to create a new or add an existing event to your active file. 

	View Event's Lessons
	Select the desired Event in the Events listing. Then press the ‘View Event's Lessons’ button. You may then work with the individual Lessons in that Event. 

	Consolidate Events
	You may consolidate the lessons from two or more events into a single event by pressing the ‘Consolidate Events’. You will then have the option to select a master Event and one or more Events to consolidate into this master. 

	Delete Event
	To delete an Event, you first select the desired Event in the Events listing. You may only delete an event from your file if it contains no active lessons or observations. You must either delete or transfer active control of any input you made against the event before you can delete the event listing. The AFIIP On-Line system will prevent this action if you try to delete an event that contains any input. Press the ‘Delete Event’ button, answer OK and the event will be removed from your file. As a reminder, you are only removing this event from your file, not the entire database. 

	Update Profile
	This link allows you to update your user profile information. 

	Log Off
	This link will log you off the AFIIP On-Line system and return you to the Login form. 


Event Information Needed

This page displays your active Lessons Learned associated with the Event selected. 
- You may edit, consolidate, delete or transmit these Lessons Learned 
- Summarize current lessons 
- Add new observations 
- Update the Event data itself

The Lessons Learned List

If there is any Lessons Learned or After Action Reports (AAR) associated with the active Event, they are listed on this page. This page contains either a selection box (check box) or a command button (the next two actions described) for each Lesson.

	Select
	A selection box will appear when you are the owner of a lesson. When you check this box the other command buttons on the page are activated to consolidate, delete or transmit the lesson(s) you have selected. The command buttons will only apply to the lessons that are selected.

	Remove
	A “Remove” button will replace the selection box after you transmit a lesson to a higher authority. You now have “read only” access to the lesson. The lesson will continue to appear in your list so that you may monitor its progress. If you no longer wish to see the lesson listed, press the "Remove" button. This simply removes the lesson from your Event listing and does NOT affect the lesson itself in any way – it is still in the Event database. 

	Return
	The "Return" button will appear if you have been given “editing” access to a lesson by the primary owner. You may review and/or enter comments into the lesson. You have the capability to edit the lesson until you press the "Return" button. After you “Return” the lesson to the primary owner you will continue to have read-only access to the lesson and a “Remove” button appears (see above). 

	ID
	The ID column lists the unique identification number for each Lesson Learned or AAR. The ID column also serves as a link to the Lesson itself. If you have editing rights for the Lesson, pressing the ID link will take you to the pages used to update the Lesson data. If you have read-only access to the lesson (because you have transmitted or returned the lesson to someone else) then the ID link opens a new window where you may view the lesson contents.

	Title
	The Title column contains the title of the Lesson Learned or AAR.

	Date
	This is the Observation Date that was entered by the Lesson originator.

	Disposition
	Review the selections carefully and then select the appropriate action for the next step of your lesson learned If you are the current "owner" of a Lesson, this “Pull Down Selection” will contain a list of possible disposition actions. 

If you are not the current owner of a Lesson, then this column will simply display the most recent disposition set for this lesson.


.

After the list of Lessons there are a series of links and buttons that will help you manage your observations and take further action on your lessons learned. 
These links will help you navigate through the AFIIP On-Line system.

Actions You Can Take 

	Actions available are:
	

	Select ID to Edit
	If you still have ownership of a lesson you may edit the information of that lesson. The lesson ID number is the link to open the lesson for editing and clicking on the number will open the lesson. If, after clicking the number you receive a text box instead of the administrative data, you only have read privileges for that lesson. If you receive the administrative data then you may edit the information as desired.

	Select All
	This button marks all the selection boxes for all your lessons learned. After you press this button, it will change to "Deselect All." This will unmark all the selection boxes in your listing. (The button will toggle each time you press it.)

	Add Lesson
	Enables you to create a new Lesson Learned for this Event.

	Build AAR/Summary Report
	This link allows you to create a new After Action Report (AAR) for this Event.

	Import AFIIP ASC File
	This feature enables you to create observations using WJIIP or AFIIP Off-line programs and then import them into your On-line file for management.

	Update Event Info
	Enables you to update the data associated with the specific Event. This includes the Event Name as well as the default values created for any new Lessons for the Event.

	Consolidate
	This button combines the lessons that you have selected (using the selection boxes or the “Select All” feature) into a single lesson. The consolidated lesson may be a new lesson or one of the selected lessons with others added to it. The individual lessons are still in the system and may be referenced from the consolidated lesson.

	Delete
	This button removes the selected lesson(s) from active control within the AFIIP On-Line system. The item will be archived, therefore be sure to select an appropriate disposition reason for each selected Lesson.

	How do you gain read or write privileges? Refer to the Transmit section below.

	Transmit
	Transmitting a lesson is how you transfer ownership of the lesson to another person. It is also how you submit your input for consolidation into the Event’s final After Action Report. If you select “Share” for the lesson you will retain “ownership” and limit the recipient’s action to “comments” within the lesson you submitted. Caution: If you push transmit and are returned to the Login Screen your lesson did not transmit! The AFIIP On-Line system will not allow you to leave the terminal idle for an extended period of time. Once you log back in, the system will return you to the last action you were doing an enable you to continue.

	AFIIP On-Line Home
	This link takes you back to your Event listing page.

	Log Off
	This link logs you off the AFIIP On-Line system and returns you to the login page.


Create a new Event

All Lessons Learned are contained in Events. AFIIP On-Line Events can be thought of as the data files used in the older JULLS or AFIIP programs. In order to create a new Event you must be logged into the system. On the first page after login, any Events that you have already created will be listed. At the bottom of this list is a button labeled "Add New Event". Press this button to enter the Event data. 

While editing Event data, you can press the button labeled "Submit" to commit it and continue on to the list of Lessons associated with the Event.

	Event Name
	Enter an event name or select one from the list provided below the box.

	Classification
	To select the overall classification of this document click on the down arrow to the right of the data field. The highest classification allowed on the Internet is UNCLASSIFIED. If you are using the SIPRNET the highest classification allowed is SECRET.

	Declassify
	If you entered anything other that UNCLASSIFIED, enter declassification instructions in accordance with current security guidelines. Several types of entries may be entered in this field: If feasible, a declass date is the preferred entry: 07/16/02. Other possible entries are automatic declassification exemption category, such as X1; or entries as specified by security guidelines. If there is insufficient space, enter "COMMENTS", and enter the required information in the comments paragraph of the lesson learned. (This field is limited to eight characters.)

	Type
	Select the appropriate type of event from the list provided.

	Sponsor
	Enter the sponsor for this lesson. (This field is limited to 16 characters.)

	Observation Date
	The day, month and year of the observation should be entered using the three pick lists provided. The start and end dates of an exercise/operation/deployment should be provided in the “Discussion” paragraph. If the document refers to events occurring over a period of time, use the end date of the exercise/operation/deployment.

	OPR
	Enter the name of the command and unit that observed the lesson learned. (This field is limited to 16 characters. Please use all upper case.)

	POC
	Enter your name. The Point of Contact is who can be contacted if additional information is needed. (This field is limited to 16 characters. Please use all upper case.)

	DSN #
	Enter the point of contacts DSN phone number. You may use a hyphen if necessary or desired. INMARSAT numbers may be listed in the Comments field. (This field is limited to eight characters.)

	COMM #
	Enter the point of contact commercial phone number. For U.S. commercial phone numbers, always include the area code but do not include numbers required to reach an outside line (like “9”). For overseas commercial phone numbers, include the entire number that would be dialed from the US but do not include numbers required to reach an outside line (like “9”), or long-distance access codes (like “011”). Use hyphens, parentheses, or spaces if necessary. Samples: Commercial U.S. phone number: (301)394-5244 Commercial Overseas phone number: 39817246000 If desired, INMARSAT numbers may be listed in the Comments field. (This field is limited to 13 characters.)

	Interoperability
	Select the appropriate option from the pull down list provided.

	Lesson Learned
	Select an option to indicate if this report if for a Lesson Learned or an Observation.


Edit an existing Event

All Lessons Learned are contained in Events. AFIIP On-Line Events can be thought of as the data files used in the older JULLS or AFIIP programs. In order to edit an existing Event you must be logged into the system. On the first page after login, any Events you have already created will be listed. Select the desired Event from the event list and press the button labeled "View Event's Lessons" This shows you a list of Lessons for the current Event. At the bottom of the list there is a link labeled "Update Event Info". Click on this link to modify the Event. 

While editing Event data you may press the button labeled "Submit" to commit it and return to the list of Lessons associated with the Event.

	Event Name
	Enter an event name or select one from the list provided below the box.

	Classification
	To select the overall classification of this document click on the down arrow to the right of the data field. The highest classification allowed on the Internet is UNCLASSIFIED. If you are using the SIPRNET the highest classification allowed is SECRET.

	Declassify
	If you entered anything other that UNCLASSIFIED, enter declassification instructions in accordance with current security guidelines. Several types of entries may be entered in this field: If feasible, a declass date is the preferred entry: 07/16/02. Other possible entries are automatic declassification exemption category, such as X1; or entries as specified by security guidelines. If there is insufficient space, enter "COMMENTS", and enter the required information in the comments paragraph of the lesson learned. (This field is limited to eight characters.)

	Type
	Select the appropriate type of event from the list provided.

	Sponsor
	Enter the sponsor for this lesson. (This field is limited to 16 characters.)

	Observation Date
	The day, month and year of the observation should be entered using the three pick lists provided. The start and end dates of an exercise/operation/deployment should be provided in the “Discussion” paragraph. If the document refers to events occurring over a period of time, use the end date of the exercise/operation/deployment.

	OPR
	Enter the name of the command and unit that observed the lesson learned. (This field is limited to 16 characters. Please use all upper case.)

	POC
	Enter your name. The Point of Contact is who can be contacted if additional information is needed. (This field is limited to 16 characters. Please use all upper case.)

	DSN #
	Enter the point of contacts DSN phone number. You may use a hyphen if necessary or desired. INMARSAT numbers may be listed in the Comments field. (This field is limited to eight characters.)

	COMM #
	Enter the point of contact commercial phone number. For U.S. commercial phone numbers, always include the area code but do not include numbers required to reach an outside line (like “9”). For overseas commercial phone numbers, include the entire number that would be dialed from the US but do not include numbers required to reach an outside line (like “9”), or long-distance access codes (like “011”). Use hyphens, parentheses, or spaces if necessary. Samples: Commercial U.S. phone number: (301)394-5244 Commercial Overseas phone number: 39817246000 If desired, INMARSAT numbers may be listed in the Comments field. (This field is limited to 13 characters.)

	Interoperability
	Select the appropriate option from the pull down list provided.

	Lesson Learned
	Select an option to indicate if this report if for a Lesson Learned or an Observation.


Consolidate Events

You may consolidate the lessons from two or more events into a single event by pressing the “Consolidate Events” button on the AFIIP On-Line Event Listing page. 

Procedure: 
- After pressing the Consolidate Events button you will see a listing of all your Events with a Master and a Select button beside each one. 
- Mark only one Event as the Master. 
- Select one or more other Events to consolidate within this Master. 
- Press the “Submit” button to complete the consolidation of “selected events” into one ”Master event.” This master will now contain ALL lessons from all the events selected and the subordinate event will no longer be appear in your Event List.

Adding a new Lesson to an Event

After adding or creating an event in your profile you are now able to submit lessons learned or observations against that event. Highlight/Select the Event you are submitting an observation for and press the "View Event's Lessons" button. This will display your lessons submitted for the current highlighted Event. Select the "Add Lesson" link to begin adding observations to your file. 

The first form is the Administrative Data for the Event. You entered most of this information when you added the event to your profile. If any information is incorrect for this observation you may change it here. This will change the information only on this lesson and not the entire event. Enter a concise title for your input. 

You should "Update Event info" to save time later. After completing this information click on the "Submit and Enter Narrative" button.

This is the important part. Your Observation should be clear and to the point. What did you see that needs to be corrected? You don’t need to enter everything here. A good observation is only one maybe two sentences long. The next box is for Discussion. This is where you enter the details. Explain what happened to generate your observation. The next box is the Lesson Learned. What did you discover from your observation that needs to be prevented, or corrected to prevent a future occurrence of the same thing. The Comments box is usually left blank by the submitter. This is for follow-on information as you transmit your observation through the chain.

Example: 
Observation: One portable latrine was insufficient for fifty people. 
Discussion: Only one portable latrine created a very unsanitary condition for the amount of people assigned at this post. After two days the unit was full and it was very difficult to get it serviced. There was an increase in the personnel assigned to this location which contributed to the problem. 
Lesson Learned: Proper planning of personal waste disposal must be planned. There should always be at least a minimum of two portable latrines at every location and procedures available to add additional units as required. 
Comments:

After you have entered your information click on "Submit and Review Input." If your input needs modification, press the back button to change as required.

New Lesson - Administrative Data

This page is one of two pages used to enter data for a new lesson learned. Item marked with an asterisk (*) is a required input. The other items are optional and should be entered for most effective tracking and retrieval of lesson learned data. The first input page contains administrative data to classify and catalog the lesson learned. The second page is for submission of narrative data. This is where you enter the actual observation and related discussion. 
After entering the administrative data, press the "Submit and Enter Narrative" button to continue and enter the narrative portion of the lesson submission. 

	Classification
	To select the overall classification of this document click on the down arrow to the right of the data field. The highest overall classification allowed on the Internet is UNCLASSIFIED. Up to SECRET may be entered on the SIPRNET.

	Declassify
	If you entered anything other that UNCLASSIFIED, enter declassification instructions in accordance with current security guidelines. Several types of entries may be entered in this field: If feasible, a declassification date is the preferred entry: 07/16/02. Other possible entries are automatic declassification exemption category, such as X1; or entries as specified by security guidelines. If there is insufficient space, enter “COMMENTS”, and enter the required information in the comment paragraph of the lesson learned. (This field is limited to eight characters.)

	Type
	Select the appropriate Type from the list provided.

	Sponsor
	Enter the sponsor for this lesson. (This field is limited to 16 characters.)

	Category
	Select the appropriate Category from the list provided.

	Observation Date
	The day, month and year of the observation should be entered using the three pick lists provided. The start and end dates of an exercise/operation/deployment should be provided in the "Discussion" paragraph. If the document refers to events occurring over a period of time, use the end of exercise/operation/deployment date.

	Interoperability
	Select the appropriate option from the list provided. 

	E-Mail
	This is an email address for your current duty location and may contain up to 50 characters.

	OPR
	Enter the name of the command and unit that observed the lesson learned. (This field is limited to 16 characters.)

	DSN #
	Enter the DSN phone numbers for the submitting command's point of contact. You may use a hyphen if necessary or desired. INMARSAT numbers may be listed in the Comments field. This field is limited to eight 8 characters.

	POC
	The Point of Contact is the individual at the submitting command who can be contacted if additional information is needed. Note: Use all upper case characters. (This field is limited to 16 characters.)

	COMM #
	Enter the commercial phone numbers for the submitting command's point of contact. For U.S. commercial phone numbers, always include the area code but do not include numbers required to reach an outside line (like "9"). For overseas commercial phone numbers, include the entire number that would be dialed from the US but do not include numbers required to reach an outside line (like "9"), or long-distance access codes (like "011"). Use hyphens, parentheses, or spaces if necessary. Samples: Commercial U.S. phone number: (301) 394-5244 Commercial Overseas phone number: 39817246000 If desired, INMARSAT numbers may be listed in the Comments field. (This field is limited to 13 characters.)

	Lesson Learned
	Select one of the two options to indicate if this report if for a Lesson Learned or an Observation. 

	Action OPR
	If this document identifies a problem requiring permanent corrective action, enter the name of the command which will/could be ultimately responsible for correcting it. (This field is limited to 31 characters.)

	Title
	For a lesson learned, the title should reflect the subject area, the nature of the problem and success or difficulty in dealing with it. This field is limited to 50 characters.)


New Lesson - Narrative Data

This page is two of two pages used to enter data for a new lesson learned. Only the Observation field is required. The first page of lesson data contains administrative data. This information classifies and catalogs the lesson learned. The second page of lesson data contains narrative data. This is the actual observation and related discussion. 

Press the button labeled "Submit and Review Input" to submit this data and continue on to the review all the data for this lesson learned.

Press the button labeled "Back" to return to the Administrative Data page to make any desired changes to the administrative portion of the lesson.

	Paragraph Classification
	Indicate the OVERALL classification for EACH paragraph. Click on the down arrow to the right of the data field, then select the desired classification by clicking on it. 

* * * * * IMPORTANT NOTE * * * * * 
This is the OVERALL paragraph classification. You are still responsible for including classification markings for each sub-paragraph.

	Observation
	Enter a short factual description of the observed issue or problem and the results of dealing with it. This statement can be positive (something that worked well) or negative (something happened that shouldn't have, or something did not happen that should have). Details should be presented in the "Discussion" paragraph. Try to limit each lesson to a single problem or issue. If a problem is identified, this paragraph should identify the whole problem, not just a symptom. Classification markings should be included for every subparagraph. 

	Discussion
	DO NOT use this field if it is not necessary for understanding. Do not repeat data. The discussion amplifies the observation statement and answers the "who, what, where, when, why, and how" questions about the observation. Explain in detail the actions taken to work around a problem. If a problem could not be solved, explain why. Classification markings should be included for every subparagraph. As applicable, the following information should be included: 

A. WHO - other units involved in the vicinity that may have had an impact on the observation. 

B. WHAT - type of operation, systems/sensors used; equipment settings; tactical situations/settings 

C. WHERE - geographic location (LAT/LONG) or general location (East Med, Red Sea, Sea of Japan) 

D. WHEN - date of observation or period of exercise, operation or deployment (start and end dates).

	Lesson Learned
	The lesson learned describes the positive action that was taken, or the local, or temporary solution to the problem or issue identified; it suggests a new way for doing something, or a way of doing something in spite of the problem (new tactic utilized; new procedure; new equipment settings). Do not restate or paraphrase the observation. Do not omit a lesson learned because a positive solution cannot be immediately derived. Classification markings should be included for every subparagraph.

	Recommendation
	DO NOT use this field if it is not necessary for understanding. Do not repeat data. Make a statement on how to repeat your success or permanently correct the problem, and who should make the correction. The lesson learned could require new or modified publications, procurement of new equipment, changing force structure, revising command relationships, improved training, etc. Do not restate the Lesson Learned, or any other paragraph. Classification markings should be included for every subparagraph.

	Comment
	Submitting and Reviewing Commands enter comments as necessary. Do not use this field if it does not add to the understanding of this lesson. Do not repeat data. Add other information as necessary. Include any reference information: 

a. Letters: originator, date 

b. b. Messages: originator, DTG 

c. c. Pubs: short title d. Photos or drawings (submit hard copy to MAJCOM Management Site). 

Since each lesson learned should stand on its own, the applicable portion of a reference should be included in the lesson. If a particular reference as a whole is important to a lesson learned, a hard copy of a short term reference, such as a message or letter, should be submitted to the applicable MAJCOM Management Site. Classification markings should be included for every subparagraph. MAJCOM comments may be added here when appropriate. Start the comment with classification "(MAJCOM/Organization) COMMENT" followed by the comment entry date, i.e. (U) HQ ACC/DOXE COMMENT (DD/MM/YY):


New Lesson - Review Data

This page allows you to review the lesson data that you entered in the last two pages (Administrative and Narrative Data). The first page of lesson data contains administrative data. This information classifies and catalogs the lesson learned. The second page of lesson data contains narrative data. This is the actual observation and related discussion. 

Press the button labeled "Submit Lesson to Database" to commit this lesson in the system and return to the lesson list for this event.

Press the button labeled "Back" to return to the Narrative Data page to make any desired changes to the narrative portion of the lesson.

Edit an existing Lesson Learned

Original Submitter: 
If you still have ownership of a lesson you may edit the information of that lesson. The lesson number is the link to open the lesson for editing and clicking on the number will open the lesson. If, after clicking the number you receive a text box instead of the administrative data, you only have read privileges for that lesson. If you receive the administrative data then you may edit the information as desired. After correcting any of the administrative data click the “Submit and Enter Narrative” button. In the “edit” mode you will receive one text box instead of the four different boxes when you first entered the lesson. Notice that an “OPR, Date and Time stamp” has been added to the bottom of the information. This is a means of tracking any changes made to the original submission. You may edit the original text or add to the original submission by entering information below the date/time stamp.

Reviewer or Lesson Managers: 
Once the ownership of the lesson has been passed to you, you have full edit capability of the submission. However, any comments you make should be placed below the OPR, Date, Time Stamp. This stamp will reflect your information, not the submitters.

- How do you gain and lose read or write privileges? Refer to the Transmit section.

Existing Lesson Learned - Administrative Data

This page is one of two pages used to update data for an existing Lesson Learned. Each item on this page that is marked with an asterisk (*) is required input. The other items are suggested and should be entered for most effective tracking and retrieval of Lesson Learned data. The first page of Lesson Learned data contains administrative data. This information classifies and catalogs the Lesson Learned. The second page of lesson data contains narrative data. This is the actual observation and related discussion. 

Press the button labeled "Submit and Enter Narrative" to submit this data and continue on to the enter the narrative portion of the Lesson Learned data.

	Classification
	To select the overall classification of this document click on the down arrow to the right of the data field. The highest overall classification allowed on the Internet is UNCLASSIFIED. Up to SECRET may be entered on the SIPRNET.

	Declassify
	If you entered anything other that UNCLASSIFIED, enter declassification instructions in accordance with current security guidelines. Several types of entries may be entered in this field: If feasible, a declassification date is the preferred entry: 07/16/02. Other possible entries are automatic declassification exemption category, such as X1; or entries as specified by security guidelines. If there is insufficient space, enter “COMMENTS”, and enter the required information in the comment paragraph of the lesson learned. (This field is limited to eight characters.)

	Type
	Select the appropriate Type from the list provided.

	Sponsor
	Enter the sponsor for this lesson. (This field is limited to 16 characters.)

	Category
	Select the appropriate Category from the list provided.

	Observation Date
	The day, month and year of the observation should be entered using the three pick lists provided. The start and end dates of an exercise/operation/deployment should be provided in the "Discussion" paragraph. If the document refers to events occurring over a period of time, use the end of exercise/operation/deployment date.

	Interoperability
	Select the appropriate option from the list provided. 

	E-Mail
	This is an email address for your current duty location and may contain up to 50 characters.

	OPR
	Enter the name of the command and unit that observed the lesson learned. (This field is limited to 16 characters.)

	DSN #
	Enter the DSN phone numbers for the submitting command's point of contact. You may use a hyphen if necessary or desired. INMARSAT numbers may be listed in the Comments field. This field is limited to eight 8 characters.

	POC
	The Point of Contact is the individual at the submitting command who can be contacted if additional information is needed. Note: Use all upper case characters. (This field is limited to 16 characters.)

	COMM #
	Enter the commercial phone numbers for the submitting command's point of contact. For U.S. commercial phone numbers, always include the area code but do not include numbers required to reach an outside line (like "9"). For overseas commercial phone numbers, include the entire number that would be dialed from the US but do not include numbers required to reach an outside line (like "9"), or long-distance access codes (like "011"). Use hyphens, parentheses, or spaces if necessary. Samples: Commercial U.S. phone number: (301) 394-5244 Commercial Overseas phone number: 39817246000 If desired, INMARSAT numbers may be listed in the Comments field. (This field is limited to 13 characters.)

	Lesson Learned
	Select one of the two options to indicate if this report if for a Lesson Learned or an Observation. 

	Action OPR
	If this document identifies a problem requiring permanent corrective action, enter the name of the command which will/could be ultimately responsible for correcting it. (This field is limited to 31 characters.)

	Title
	For a lesson learned, the title should reflect the subject area, the nature of the problem and success or difficulty in dealing with it. This field is limited to 50 characters.)


Existing Lesson Learned - Narrative Data

This page is two of two pages used to update data for an existing Lesson Learned. The first page of Lesson Learned data contains administrative data. This information classifies and catalogs the Lesson Learned. The second page of Lesson Learned data contains narrative data. This is the actual observation and related discussion. 

Press the button labeled "Submit and Review Input" to submit this data and continue on to the review all the data for this Lesson Learned.

Press the button labeled "Back" to return to the Administrative Data page to make any desired changes to the administrative portion of the Lesson Learned.

This Narrative page contains a single field called Contents. While you are free to edit this field freely it is important to maintain the existing paragraph format (each paragraph is described below). If you are not the original author, precede any additions or comments with your office symbol and the date. This header will be automatically added to the bottom of the comments. You may copy this to another location if necessary.

	Paragraph Classification
	Indicate the OVERALL classification for EACH paragraph. The classification is shown in parentheses after the paragraph number, such as "(U)". 

* * * * * IMPORTANT NOTE * * * * * 
This is the OVERALL paragraph classification. You are still responsible for including classification markings for each sub-paragraph.

	5. (?) Observation
	Enter a short factual description of the observed issue or problem and the results of dealing with it. This statement can be positive (something that worked well) or negative (something happened that shouldn't have, or something did not happen that should have). Details should be presented in the "Discussion" paragraph. Try to limit each lesson to a single problem or issue. If a problem is identified, this paragraph should identify the whole problem, not just a symptom. Classification markings should be included for every subparagraph. 

	6. (?) Discussion
	DO NOT use this field if it is not necessary for understanding. Do not repeat data. The discussion amplifies the observation statement and answers the "who, what, where, when, why, and how" questions about the observation. Explain in detail the actions taken to work around a problem. If a problem could not be solved, explain why. Classification markings should be included for every subparagraph. As applicable, the following information should be included: 

A. WHO - other units involved in the vicinity that may have had an impact on the observation. 

B. B. WHAT - type of operation, systems/sensors used; equipment settings; tactical situations/settings 

C. C. WHERE - geographic location (LAT/LONG) or general location (East Med, Red Sea, Sea of Japan) 

D. D. WHEN - date of observation or period of exercise, operation or deployment (start and end dates).

	7. (?) Lesson Learned
	The lesson learned describes the positive action that was taken, or the local, or temporary solution to the problem or issue identified; it suggests a new way for doing something, or a way of doing something in spite of the problem (new tactic utilized; new procedure; new equipment settings). Do not restate or paraphrase the observation. Do not omit a lesson learned because a positive solution cannot be immediately derived. Classification markings should be included for every subparagraph.

	8. (?) Recommendation
	DO NOT use this field if it is not necessary for understanding. Do not repeat data. Make a statement on how to repeat your success or permanently correct the problem, and who should make the correction. The lesson learned could require new or modified publications, procurement of new equipment, changing force structure, revising command relationships, improved training, etc. Do not restate the Lesson Learned, or any other paragraph. Classification markings should be included for every subparagraph.

	9. (?) Comment
	Submitting and Reviewing Commands enter comments as necessary. Do not use this field if it does not add to the understanding of this lesson. Do not repeat data. Add other information as necessary. Include any reference information: 

a. Letters: originator, date 

b. b. Messages: originator, DTG 

c. c. Pubs: short title d. Photos or drawings (submit hard copy to MAJCOM Management Site). 

Since each lesson learned should stand on its own, the applicable portion of a reference should be included in the lesson. If a particular reference as a whole is important to a lesson learned, a hard copy of a short term reference, such as a message or letter, should be submitted to the applicable MAJCOM Management Site. Classification markings should be included for every subparagraph. MAJCOM comments may be added here when appropriate. Start the comment with classification "(MAJCOM/Organization) COMMENT" followed by the comment entry date, i.e. (U) HQ ACC/DOXE COMMENT (DD/MM/YY):


Existing Lesson Learned - Review Data

This page allows you to review the Lesson Learned data that you entered in the last two pages (Administrative and Narrative Data). The first page of Lesson Learned data contains administrative data. This information classifies and catalogs the Lesson Learned. The second page of Lesson Learned data contains narrative data. This is the actual observation and related discussion. 

Press the button labeled "Submit Lesson to Database" to commit this lesson in the system and return to the lesson list for this event.

Press the button labeled "Back" to return to the Narrative Data page to make any desired changes to the narrative portion of the Lesson Learned.

Transmit a Lesson

Transmitting a lesson is how you transfer ownership of the lesson to another person. It is also how you submit your input for consolidation into the Event’s final After Action Report. 

On the Event's Lesson List page, you can elect to transmit one or more Lessons. Once you select the Lesson(s), with their Disposition(s), and press the "Transmit" button, you are directed to the Transmit page. This is where you identify the person to whom you are sending the Lessons. 

The next screen identifies to whom you wish to send the lesson. An accurate email address is required. When you complete and transmit this form, the recipient will receive an email indicating the lesson has been submitted and be given editing permissions on the lesson. If the email address you enter matches a registered user, that user is granted appropriate access to the Lesson. If the email address does not match a registered user, a temporary user account is created for him/her. The additional information you provide fills in this temporary account. 

Note: The lesson entry is not transmitted, it will always remain in the database.
The check box in the lower left corner gives you the option of either sharing or releasing the lesson. A check in the box means you are sharing the lesson for review. When you share the lesson, you remain the primary owner and only you can transmit or delete it. The person with whom you are sharing can review and edit the lesson and return it to you. When you release the lesson, you transfer its ownership to the recipient. They now have primary responsibility for the lesson. You will retain read-only access to the lesson, which enables you to track its progress. 

Caution: If you push transmit and are returned to the Login Screen your lesson did not transmit! This usually indicated that you have left the program “idle” for an extended period of time. You will need to log back in and reenter the transmit information.

	First Name
	Enter the recipient's first name here. (This field is limited to 50 characters.) 

	Last Name
	Enter the recipient's last name here. (This field is limited to 50 characters.)

	Rank/Salutation
	This should contain the recipient's rank. Civilians may be identified as "Civ". (This field is limited to 25 characters.)

	Title
	Enter any title appropriate for the recipient's duty in this block. (This field is limited to 50 characters.)

	Phone
	Enter either the DSN or COMM number for the recipient's current duty station. Select the DSN or COMM option to indicate which number you have provided. (This field is limited to 15 characters.)

	Email
	This is an email address where the recipient can be reached at their current duty station. (This field is limited to 50 characters.)

	Unit/Organization
	The recipient's unit name or office symbol. (This field is limited to 50 characters.)


Consolidate Lessons

You may consolidate two or more Lessons or After Action Reports into a single Lesson or report. Each of the original lessons remains in the system and may be referenced from the consolidated lesson. Lessons may be consolidated into an existing lesson or into a new lesson.

To consolidate lessons into an existing Lesson select a single Lesson as the master lesson (using the radio button in the Select column). Then press the "Set Master" button. The master Lesson remains in your active lesson list for this event. The other lessons are now referenced by this lesson and are no longer managed individually.

To consolidate lessons into a new Lesson simply press the "Consolidate Into New Lesson" button. You then go through the usual process of entering the Administrative and Narrative data for a new Lesson. The consolidated lessons are now referenced by the new lesson. 
Note: After consolidation the Lessons are only available through the Master Lesson.

Building a new AAR for an Event

An After Action Report (AAR) summarizes all the Lessons in an Event. This, of course, can only be done if you have lessons in the event. Once you have created the Event you will see it listed on the first page of the system after you log in. Select the desired Event from the list and press the button labeled "View Event's Lessons." This shows you a list of Lessons for the current Event. At the bottom of the list there is a link labeled "Build AAR/Summary Report." Click on this link to begin adding a new AAR. 

Note: Many of the Administrative Data elements for the new AAR default to matching values from the Event. You can save time by ensuring these values are correct in the Event data. 

New AAR - Administrative Data

This page is one of two pages used to enter data for a new After Action Report (AAR). Each item on this page that is marked with an asterisk (*) is required input. The other items are suggested and should be entered for most effective tracking and retrieval of Lesson Learned data. The first page of AAR data contains administrative data. This information classifies and catalogs the AAR. The second page of lesson data contains narrative data. This is the actual summary and related discussion. 

Press the button labeled "Submit and Enter Narrative" to submit this data and continue on to the enter the narrative portion of the AAR data.

Each of the data fields in this Administrative page is described below:

	Classification
	To select the overall classification of this document click on the down arrow to the right of the data field. The highest overall classification allowed on the Internet is UNCLASSIFIED. Up to SECRET may be entered on the SIPRNET.

	Declassify
	If you entered anything other that UNCLASSIFIED, enter declassification instructions in accordance with current security guidelines. Several types of entries may be entered in this field: If feasible, a declassification date is the preferred entry: 07/16/02. Other possible entries are automatic declassification exemption category, such as X1; or entries as specified by security guidelines. If there is insufficient space, enter “COMMENTS”, and enter the required information in the comment paragraph of the lesson learned. (This field is limited to eight characters.)

	Type
	Select the appropriate Type from the list provided.

	Sponsor
	Enter the sponsor for this lesson. (This field is limited to 16 characters.)

	Category
	Select the appropriate Category from the list provided.

	Observation Date
	The day, month and year of the observation should be entered using the three pick lists provided. The start and end dates of an exercise/operation/deployment should be provided in the "Discussion" paragraph. If the document refers to events occurring over a period of time, use the end of exercise/operation/deployment date.

	Interoperability
	Select the appropriate option from the list provided. 

	E-Mail
	This is an email address for your current duty location and may contain up to 50 characters.

	OPR
	Enter the name of the command and unit that observed the lesson learned. (This field is limited to 16 characters.)

	DSN #
	Enter the DSN phone numbers for the submitting command's point of contact. You may use a hyphen if necessary or desired. INMARSAT numbers may be listed in the Comments field. This field is limited to eight 8 characters.

	POC
	The Point of Contact is the individual at the submitting command who can be contacted if additional information is needed. Note: Use all upper case characters. (This field is limited to 16 characters.)

	COMM #
	Enter the commercial phone numbers for the submitting command's point of contact. For U.S. commercial phone numbers, always include the area code but do not include numbers required to reach an outside line (like "9"). For overseas commercial phone numbers, include the entire number that would be dialed from the US but do not include numbers required to reach an outside line (like "9"), or long-distance access codes (like "011"). Use hyphens, parentheses, or spaces if necessary. Samples: Commercial U.S. phone number: (301) 394-5244 Commercial Overseas phone number: 39817246000 If desired, INMARSAT numbers may be listed in the Comments field. (This field is limited to 13 characters.)

	Lesson Learned
	Select one of the two options to indicate if this report if for a Lesson Learned or an Observation. 

	Action OPR
	If this document identifies a problem requiring permanent corrective action, enter the name of the command which will/could be ultimately responsible for correcting it. (This field is limited to 31 characters.)

	Title
	For a summary report, the title should be the word "SUMMARY - " (already entered) followed by name of the operation or exercise. (This field is limited to 50 characters.)


New AAR - Narrative Data

This page is two of two pages used to enter data for a new After Action Report (AAR). The first page of AAR data contains administrative data. This information classifies and catalogs the AAR. The second page of AAR data contains narrative data. This is the actual summary and related discussion. 

Press the button labeled "Submit and Review Input" to submit this data and continue on to the review all the data for this AAR.

Press the button labeled "Back" to return to the Administrative Data page to make any desired changes to the administrative portion of the AAR.

Each of the data fields in this Narrative page is described below:

	Paragraph Classification
	Indicate the OVERALL classification for EACH paragraph. 

Click on the down arrow to the right of the data field, then select the desired classification by clicking on it.

* * * * IMPORTANT NOTE * * * * * 

This is the OVERALL paragraph classification. You are still responsible for including classification markings for each sub-paragraph.

	General Description
	Enter a short description of the operation or exercise, including general statements of the scope and purpose. 

	Dates
	Enter, as a minimum, the dates of actual or simulated combat operations. This paragraph will also include mobilization, deployment, redeployment, or other significant dates.

	Location of Operations
	Enter a short but meaningful list of actual or simulated locations of combat operations. An exhaustive list is not necessary, but "Western Hemisphere" or "Atlantic Ocean" is too vague.

	Location of Personnel
	Enter the location(s) of participants, especially if it is different from the location of actual or simulated combat operations.

	Objectives
	Enter a short but meaningful list of operation or exercise objectives. A detailed list of all objectives is not necessary, but "Improve Force Readiness" is too vague.

	Limitations
	Enter specific operation or exercise limitations, including geographic limits to operations, simulation of forces, or other significant limitations.

	Major Participants
	Enter a short but meaningful list of the major participants. An exhaustive list is not necessary, but "U.S. Air Force" is too vague. 

DO NOT ENTER Task Force/Group/Unit designators or temporary designators unless the administrative command title is also provided. Identification of participants in Joint exercises must also be entered so that it is understandable to personnel from other Services.

	


New ARR - Review Data

This page allows you to review the After Action Report (AAR) lesson data that you entered in the last two pages (Administrative and Narrative Data). The first page of AAR data contains administrative data. This information classifies and catalogs the AAR. The second page of AAR data contains narrative data. This is the actual summary and related discussion. 

Press the button labeled "Submit Lesson to Database" to commit this lesson in the system and return to the lesson list for this event.

Press the button labeled "Back" to return to the Narrative Data page to make any desired changes to the narrative portion of the AAR.

Edit an existing AAR

An After Action Report (AAR) summarizes all the Lessons in an Event. Existing events are listed on the first page of the system after you log in. Select the desired Event from the event list and press the button labeled "View Event's Lessons" This shows you a list of Lessons for the current Event, including any AARs you created. Locate the AAR that you want to edit. The ID number serves as a link to the AAR. Click on the ID number to begin editing the Administrative data associated with the AAR. Note: If the link takes you to a read-only display of the AAR it means you no longer have rights to edit the AAR. Contact someone higher up the chain of command to have the necessary changes inserted. 

Existing AAR - Administrative Data

This page is one of two pages used to update data for an existing After Action Report (AAR). Each item on this page that is marked with an asterisk (*) is required input. The other items are suggested and should be entered for most effective tracking and retrieval of Lesson Learned data. The first page of AAR data contains administrative data. This information classifies and catalogs the AAR. The second page of lesson data contains narrative data. This is the actual summary and related discussion. 

Press the button labeled "Submit and Enter Narrative" to submit this data and continue on to the enter the narrative portion of the AAR data.

Each of the data fields in this Administrative page is described below:

	Classification
	To select the overall classification of this document click on the down arrow to the right of the data field. The highest overall classification allowed on the Internet is UNCLASSIFIED. Up to SECRET may be entered on the SIPRNET.

	Declassify
	If you entered anything other that UNCLASSIFIED, enter declassification instructions in accordance with current security guidelines. Several types of entries may be entered in this field: If feasible, a declassification date is the preferred entry: 07/16/02. Other possible entries are automatic declassification exemption category, such as X1; or entries as specified by security guidelines. If there is insufficient space, enter “COMMENTS”, and enter the required information in the comment paragraph of the lesson learned. (This field is limited to eight characters.)

	Type
	Select the appropriate Type from the list provided.

	Sponsor
	Enter the sponsor for this lesson. (This field is limited to 16 characters.)

	Category
	Select the appropriate Category from the list provided.

	Observation Date
	The day, month and year of the observation should be entered using the three pick lists provided. The start and end dates of an exercise/operation/deployment should be provided in the "Discussion" paragraph. If the document refers to events occurring over a period of time, use the end of exercise/operation/deployment date.

	Interoperability
	Select the appropriate option from the list provided. 

	E-Mail
	This is an email address for your current duty location and may contain up to 50 characters.

	OPR
	Enter the name of the command and unit that observed the lesson learned. (This field is limited to 16 characters.)

	DSN #
	Enter the DSN phone numbers for the submitting command's point of contact. You may use a hyphen if necessary or desired. INMARSAT numbers may be listed in the Comments field. This field is limited to eight 8 characters.

	POC
	The Point of Contact is the individual at the submitting command who can be contacted if additional information is needed. Note: Use all upper case characters. (This field is limited to 16 characters.)

	COMM #
	Enter the commercial phone numbers for the submitting command's point of contact. For U.S. commercial phone numbers, always include the area code but do not include numbers required to reach an outside line (like "9"). For overseas commercial phone numbers, include the entire number that would be dialed from the US but do not include numbers required to reach an outside line (like "9"), or long-distance access codes (like "011"). Use hyphens, parentheses, or spaces if necessary. Samples: Commercial U.S. phone number: (301) 394-5244 Commercial Overseas phone number: 39817246000 If desired, INMARSAT numbers may be listed in the Comments field. (This field is limited to 13 characters.)

	Lesson Learned
	Select one of the two options to indicate if this report if for a Lesson Learned or an Observation. 

	Action OPR
	If this document identifies a problem requiring permanent corrective action, enter the name of the command which will/could be ultimately responsible for correcting it. (This field is limited to 31 characters.)

	Title
	For a summary report, the title should be the word "SUMMARY - " (already entered) followed by name of the operation or exercise. (This field is limited to 50 characters.)


Existing AAR - Narrative Data

This page is two of two pages used to update data for an existing After Action Report (AAR). The first page of AAR data contains administrative data. This information classifies and catalogs the AAR. The second page of AAR data contains narrative data. This is the actual summary and related discussion. 

Press the button labeled "Submit and Review Input" to submit this data and continue on to the review all the data for this AAR.

Press the button labeled "Back" to return to the Administrative Data page to make any desired changes to the administrative portion of the AAR.

This Narrative page contains a single field called Contents. While you are free to edit this field freely it is important to maintain the existing paragraph format (each paragraph is described below). If you are not the original author, precede any additions or comments with your office symbol and the date. This header will be automatically added to the bottom of the comments. You may copy this to another location if necessary.

	Paragraph Classification
	Indicate the OVERALL classification for EACH paragraph. The classification is shown in parentheses after the paragraph number, such as "(U)".

* * * * IMPORTANT NOTE * * * * * 

This is the OVERALL paragraph classification. You are still responsible for including classification markings for each sub-paragraph.

	5. (?) GENERAL DESCRIPTION
	Enter a short description of the operation or exercise, including general statements of the scope and purpose. 

	6. (?) DATES
	Enter, as a minimum, the dates of actual or simulated combat operations. This paragraph will also include mobilization, deployment, redeployment, or other significant dates.

	7. (?) LOCATION OF OPERATIONS
	Enter a short but meaningful list of actual or simulated locations of combat operations. An exhaustive list is not necessary, but "Western Hemisphere" or "Atlantic Ocean" is too vague.

	8. (?) LOCATION OF PERSONNEL
	Enter the location(s) of participants, especially if it is different from the location of actual or simulated combat operations.

	9. (?) OBJECTIVES
	Enter a short but meaningful list of operation or exercise objectives. A detailed list of all objectives is not necessary, but "Improve Force Readiness" is too vague.

	10. (?) LIMITATIONS
	Enter specific operation or exercise limitations, including geographic limits to operations, simulation of forces, or other significant limitations.

	11. (?) MAJOR PARTICIPANTS
	Enter a short but meaningful list of the major participants. An exhaustive list is not necessary, but "U.S. Air Force" is too vague. DO NOT ENTER Task Force/Group/Unit designators or temporary designators unless the administrative command title is also provided. Identification of participants in Joint exercises must also be entered so that it is understandable to personnel from other Services.


Existing ARR - Review Data

This page allows you to review the After Action Report (AAR) lesson data that you entered in the last two pages (Administrative and Narrative Data). The first page of AAR data contains administrative data. This information classifies and catalogs the AAR. The second page of AAR data contains narrative data. This is the actual summary and related discussion. 

Press the button labeled "Submit Lesson to Database" to commit this lesson in the system and return to the lesson list for this event.

Press the button labeled "Back" to return to the Narrative Data page to make any desired changes to the narrative portion of the AAR.

Transmit or Release a Lesson

Close Help
As an authorized releaser you have the same capabilities as a regular user, plus the ability to release a Lesson Learned to the highest level Lesson Learned Center (such as AFCKSLL or AEFC). This top-level release capability shows as an additional option on the Transmit page. Regular users may transmit to an individual, but only an authorized top level releaser may transmit to their Lesson Learned Center. 
On the Event's Lesson List page, you can elect to transmit one or more Lessons. Once you select the Lesson(s) and their Disposition(s), you press the "Transmit" button, which brings you to this Transmit page. On this page you identify the person or center where you are sending the Lesson(s).

If you are transmitting to a Lesson Learned Center, you only need to identify that center in the list provided and press the "Transmit" button.

If you are transmitting to an individual, complete the fields labeled "First Name" through "Unit/Organization". The next screen identifies to whom you wish to send the lesson. An accurate email address is required. When you complete and transmit this form, the recipient will receive an email indicating the lesson has been submitted and be given editing permissions on the lesson. If the email address you enter matches a registered user, that user is granted appropriate access to the Lesson. If the email address does not match a registered user, a temporary user account is created for him/her. The additional information you provide fills in this temporary account. 
Note: The lesson entry is not transmitted; it will always remain in the database.

You have the options of either sharing or releasing the lesson. When you share the lesson, you remain the primary owner and only you can transmit or delete it. The person with whom you are sharing can review and edit the lesson and return it to you. When you release the lesson, you transfer its ownership to the recipient. They now have primary responsibility for the lesson. You will retain read-only access to the lesson, which enables you to track its progress.

Caution: If you push transmit and are returned to the Login Screen your lesson did not transmit! This usually indicated that you have left the program "idle" for an extended period of time. You will need to log back in and reenter the transmit information.

	First Name
	Enter the recipient's first name here. (This field is limited to 50 characters.) 

	Last Name
	Enter the recipient's last name here. (This field is limited to 50 characters.)

	Rank/Salutation
	This should contain the recipient's rank. Civilians may be identified as "Civ". (This field is limited to 25 characters.)

	Title
	Enter any title appropriate for the recipient's duty in this block. (This field is limited to 50 characters.)

	Phone
	Enter either the DSN or COMM number for the recipient's current duty station. Select the DSN or COMM option to indicate which number you have provided. (This field is limited to 15 characters.)

	Email
	This is an email address where the recipient can be reached at their current duty station. (This field is limited to 50 characters.)

	Unit/Organization
	The recipient's unit name or office symbol. (This field is limited to 50 characters.)


Lesson Management Tools

The Lesson Management Tools page allows someone with Validator privileges on the system to perform administrative activities against designated lessons. 

	Process New Lessons
	When a lesson is received at the validating level a manager must be assigned. This management tool enables any validator to assign a Manager to the Lesson(s). The validator assigns a Manager by selecting an Event from the middle column listing. The number in parentheses beside the event indicates the amount of Lessons within that Event awaiting a Manager. After selecting an Event, press the "Assign Manager" button to access the individual lessons and currently available managers. Select a manager from the list and click the "Reassign Lesson Manager" button to activate the change.

	Reassign My Lessons
	As a Manager, you are responsible for working the assigned Lessons through to completion. If you determine that it is necessary to assign it to another Manager, you may do so using this tool. You may only reassign a new manager for the Lessons you own. To reassign the manager, select an Event from the middle column listing. The number in parentheses beside the event is the amount of Lessons assigned to you within that Event. After selecting an Event, press the "Reassign Lesson Manager" button to see a list of the individual lessons and other available managers. Select the desired manager and click the "Reassign Manager" button to activate the change. 

	Activate My Lessons
	After working the Lesson through to completion, you determine that the Lesson Learned should be “activated” for public viewing. You may "activate" the lesson using this tool. Once a lesson has been activated, it is visible to the public and may be retrieved by the Search tools on the Lessons Learned web site. You may still continue to work on this lesson until you “Close” it from the AFIIP On-Line system. You may only activate lessons under your direct control. To activate a Lesson, select an Event from the middle column listing. The number in parentheses beside the event is the amount of Lessons within the event that is assigned to you. Pressing the "Activate Lessons" button opens a list of the individual lessons. Select the lessons to activate and click on "Activate Lessons." 

	Close My Active Lessons
	An activated lesson may still be worked until you actually close it. Closing the lesson removes it from the AFIIP On-Line system and leaves it in the publicly accessible database. After the Lesson Learned is complete, you may "close" the lesson. You may only close Lessons under your control. To close a Lesson, select an Event from the middle column listing. The number in parentheses beside the event is the amount of Lessons within the event that are assigned to you. After selecting an Event, press the "Close Lessons" button to see a list of the individual lessons. Select the lessons you wish to close and click the "Close Lesson" button. The lesson is no longer available for editing!


Assign a Lesson Manager/Validator

This Management Tool is accessed from the Events page, which is available only to users with User Manager access privileges. On the Management Tools page, you selected an Event and pressed the "Assign Manager" button. 

Now on this page you see a list of all Lessons in this event that have not yet been assigned to a Manager. The list includes the ID, Title and Observation date of each Lesson. You may click on the ID link to view the contents of the Lesson. Next to each Lesson, there is a list of valid Managers (Validators). Select a Manager for any Lessons that you wish to assign. You may leave this list blank for any Lessons that you do not want to assign at this time. Once you have selected a Manager for each lesson, press the "Assign Manager" button. This makes the selected Manager the active owner of the specified Lesson(s). 

Reassign a Lesson Manager/Validator

This Management Tool is accessed from the Lessons Management Tools page, which is availabe only to users with Validator access to the system. On the Management Tools page, you selected an Event and pressed the "Reassign Manager" button. 

Now on this page you see a list of all Lessons in this event that are assigned to you. The list includes the ID, Title and Observation date of each Lesson. You may click on the ID link to view the contents of the Lesson. Next to each Lesson, there is a list of valid Lessons Managers (Validators). Select a Manager for any Lessons that you wish to reassign. You may leave yourself selected for any Lessons that you do not want to reassign at this time. Once you have selected a new Manager for each lesson, press the "Reassign Manager" button. This makes the selected Manager the active owner of the specified Lesson(s). 

Activate a Lesson

This Lesson's Management Tool is accessed from the Events page, and is availabe only to users with system Validator access privileges. On the Management Tools page, you selected an Event and pressed the "Activate Lessons" button. 

Now on this page you see a list of all Lessons in this event that are assigned to you as Lesson Manager. The list includes the ID, Title and Observation date of each Lesson. You may click on the ID link to view the contents of the Lesson. Next to each Lesson, there is a selection box labeled "Activate". Mark this box for each Lesson that you wish to activate, then press the "Activate Lessons" button. This makes the Lesson visible to the search tools on the public Lessons Learned web site. The Lesson can still be worked in the AFIIP On-Line system until you use the Management Tools to close the Lesson. 

Closing a Lesson or an AAR

This Lesson's Management Tool is accessed from the Events page and is availabe only to users with system Validator access privileges. On the Management Tools page, you selected an Event and pressed the "Close Lessons" button. 

Now on this page you see a list of all previously activated Lessons in this event that are assigned to you as Manager. The list includes the ID, Title and Observation date of each Lesson. You may click on the ID link to view the contents of the Lesson. Next to each Lesson, there is a selection box labeled "Close". Mark this box for each Lesson that you wish to close, then press the "Close Lessons" button. This removes the Lesson from the AFIIP On-Line system, leaving it visible to the search tools on the public Lessons Learned web site. 

Designating a Lesson as a RAP

This tool enables designated users to identify specific lessons for follow-on tracking and control by assigning a RAP number and action OPR.

1. Select an event from the pull down list. 
2. Select the lesson to make a RAP by clicking on the JULLS ID number. 
3. Review the lesson information and complete the RAP Information. The Echelon is usually the command that has control of the lesson. Click on Submit. 
4. The program will assign a four digit RAP number and present the information for your review. 
5. Once the number has been assigned, you may open the lesson to update it by selecting the lesson number from the RAP Management Tool.

Download an Event for AFIIP Off-line Use

This tool enables Lesson Managers to download an event report as an AFIIP Export File (ASCII format) for use in any of the WJIIP or AFIIP Off-line software. 

1. Select an event from the pulldown listing to display the Lessons within that report. 
2. Select 'Download These Lessons Into an AFIIP ASCII File.' 
3. Note The file will have a number assigned when you download. You may rename the file during the download process. Remember to leave the '.asc' file extension. 

Help! I get a strange looking text file on my screen when I try this download. 
The reason is within your computer not the website! Your system automatically associates the download as an 'htm' file and opens it in your web browser. To successfully do the '.ASC' download, Right Click on the 'Download the Lessons as an ASCII File' and then select 'Save the Target As' to do the download. This will give you the opportunity to select the save location, rename the file and do the download. 

Downloading a Lesson or Event for Printing

The AFIIP On-line program will download your event file into a "text" format. This text file may then be opened using any word processing software. 

Procedure:

1. Select an event to download 

2. Select the "Download These lessons into a Plain Text File". Your browser will open another window so you may review the text file. You may save the file from this window. 

3. Select "File" and then "Save As" on your browser. This will open a window for you to select a save location. Notice that the file name is numbers. You may rename the file before you save it.

4. Select "Save" and you now have a text file for creating local reports.

5. You may bypass the file opening in the browser if you Right Click on the 'Download These Lessons into a Plain Text File” and then select 'Save the Target As' to do the download. This will give you the opportunity to select the save location, rename the file and do the download.

User Management Tools

The Management Tools page allows someone with Management privileges on the system to perform personnel and event administrative activities. Event managers have control over the initial event creation for user selection and management responsibility for their users within the AFIIP On-line reporting system.

All listings are based upon two criteria, the event selection and the manager's control center. Selecting an event from the pull down menu box will return any personnel requesting to be a Manager, a Releaser or a Validator for that event with reference to the managers control center.

Example: Capt John Smith is a user in AEF-07 and requests to be a Releaser and Validator for AEFC. When the AEFC manager opens the event AEF-07 Capt Smith will be displayed within the releaser and validator areas. However, if an AFRC manager opens the same event Capt Smith will not be displayed.

	Becoming an Event Manager
	The first MAJCOM event manager must request to be entered into the system by AFCKSLL. AFCKSLL will create the initial Manager and Control Center. Thereafter, the MAJCOM center managers may approve any other event managers using the AFIIP On-line “Event Manager” capability. These new managers then have approval responsibility for users in their event who request to be an “Event Manager.”

	Update Users
	This area enables the Event Manager to authorize, update or delete users within the AFIIP On-line program. The program uses the individual’s event registration entries as its source

	Update Procedures
	1. Select an event to recall all your registered users.
2. Select the individual you wish to update.
3. Confirm the individual' information and then select an action to perform.

	You may grant the following privileges to users:
	A. Make This User a Validator. This will enable them to manage observations and lessons learned to create a report.
B. Make This User a Manager. This will give the User the same privileges that you have for controlling personnel. (Please try to limit the number of people with this privilege.)
C. Make This User a Releaser. This will allow authorized users of the system to transmit a Lesson Learned up to the Validating level.
D. Update/Modify This User's Information. This will enable you to change the user's personal file. You may also access the user's password from here. (Caution: the password is not displayed and must be entered correctly twice before it will change.
E. Delete This User From the System. (This selection is still under development.)

	
	4. Create a New Event. This tool enables managers to enter a new event name in the pull down selection menu. This enables users to add the event to their profile. Pre-entering the event names helps ensure consistency in event names during submissions.


Edit a User

This tool enables you to update a user's information profile and is an information source that allows managers to contact any users participating within their events.

To update a user's information, select the area that requires the change and update. Caution: The password information was provided as a means of assisting any user that completely forgets their access information. Do not change any passwords without direct authorization from a user.
Adding a New Event

This page allows those users with Management privileges to create new events for the pull down selection menus. 

	Adding a New Event
	Upon selection of the page, enter the event name you wish to add along with the POC information. Select the 'Add Event' button. This will update the menus seen when either a user adds a new event or updates their profile in the system. 
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