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Chapter 1

INTRODUCTION
1.1.  Purpose.  The purpose of the Physical Examination Processing Program (PEPP) is to manage and track physical examination actions for Air Force flying personnel, special operational duty personnel, and applicants for these duties.  Users should be able to access PEPP through the Internet at several functional levels, including base medical treatment facilities (MTFs), major command surgeons (MAJCOMs), Air Force Medical Operations Agency (AFMOA), Aeromedical Consultation Services (ACS), and Air Staff (headquarters).

1.2.  Required Equipment.  Your workstation must be configured with the following minimum hardware and software requirements to access PEPP successfully.

	HARDWARE AND SOFTWARE REQUIREMENTS

	Pentium II processor

	Windows NT, 2000, XP or later

	32 MB RAM

	800 x 600 screen resolution (1024 x 768 recommended)

	Small system fonts

	Netscape 7X or Internet Explorer 5.5/6.0

	Secure sockets layer (SSL)

	Web browser with 128-bit encryption


Table 1.1.  Hardware and Software Requirements.

1.3.  Security and Privacy.

1.3.1.  Privacy and Security Notice.  Application security is a necessary part of all on-line systems, used to preclude unauthorized access and manipulation of the database.  System administrators assign passwords with specific access levels to each application user.  Password functions control who can use the system and the programs they can access.  Input to PEPP is unclassified.  The Privacy Act of 1974 affects portions of the data.  DD Form 2005, Privacy Act Statement, covers the source document used in collecting the required data.  Title 10, United States Code, sections 133, 1071-87, 3012, 5031, and 8012, and Executive Order 9397 describe the authority for collecting this data.  All personnel with primary duties related to the access or use of the data subject to the Privacy Act of 1974 have a special responsibility to protect personal information from unauthorized disclosure.  PEPP will label output products that contain sensitive data to identify the presence of sensitive data and the need for protective handling.  PEPP will mark these products with the privacy caveat “PERSONAL DATA—PRIVACY ACT OF 1974” with “PA” placed to the right of the product titles.

1.3.1.1.  The office of the Air Force Surgeon General provides the PEPP site as a public service, and HQ AFMSA/SGSID maintains the site.
1.3.1.2.  Information presented on the PEPP Web Site is considered confidential information and may be distributed or copied.
1.3.1.3.  For site management, information is collected for statistical purposes.  This government computer system uses software programs to create summary statistics, which are used for such purposes as assessing what information is of most and least interest, determining technical design specifications, and identifying system performance or problem areas.

1.3.1.4.  For site security purposes and for ensuring that this service remains available to all users, this government computer system employs software programs to monitor network traffic to identify unauthorized attempts to upload or change information or otherwise cause damage.

1.3.1.5.  Except for authorized law enforcement investigations, no other attempts are made to identify individual users or their usage habits.  Raw data logs are used for no other purposes and are scheduled for regular destruction in accordance with National Archives and Records Administration General Schedule 20.  (http://ardor.nara.gov/grs/grs20/index.html)  Agencies that are subject to DoD Directive 5240.1 will add the following:  “All date collection activities are in strict accordance with DoD Directive 5240.1.”
1.3.1.6.  Unauthorized attempts to upload information or change information on this service are strictly prohibited and may be punishable under the Computer Fraud and Abuse Act of 1987 and the National Information Infrastructure Protection Act.

1.3.1.7.  If you have any questions or comments about the information presented here, please forward them to Air Fo4ce Medicatl Service (AFMS) by using the comment form at this web site:  (https://www.afms.mil/sg/SecurityFeedbackForm.cfm)

1.3.2.  Privacy Advisory.  User information in PEPP is used to identify users (name, title, location, etc.), to contact users (phone, E-mail, etc.), and to “sign” documents.  This information must be maintained even after users have become inactive in the system.  No other system will be able to access this information, and it is never shared with the public.

1.3.3.  Cookie Disclaimer.

1.3.3.1.  PEPP does not use persistent cookies—tokens that pass information back and forth from your machine to the server and remain after you close your browser.

1.3.3.2.  PEPP does use session cookies—tokens that remain active only until you close your browser, in order to maintain context or “state” between otherwise stateless web transactions.  They are deleted at the end of the web session in which they are created.  No database of information obtained from these cookies is kept, and when you close your browser, the cookies are deleted from your computer.

1.3.3.3.  You will not be able to use PEPP unless you choose to accept these cookies.  The help information in your browser software should provide you with instruction on how to enable cookies.

1.4.  Access the Air Force Portal.  Eventually, you will have to access all AFMS applications through the Air Force Portal.  If you are a user of more than one application, you will need only one username and password for the Portal.  After you have entered the Portal and your identity has been verified, you will be able to move among applications to which you have access without having to use a username and password to access each one individually.
1.4.1.  If You Have a Portal Account.  Most active duty Air Force and Civil Service personnel most likely have Air Force Portal accounts.  If so, go to the following web site and log in:  https://www.my.af.mil.
1.4.2.  If You Do Not Have a Portal Account.
1.4.2.1.  Go to the following web site:  https://www.my.af.mil.  Click the Self-Registration Page link toward the bottom of the page and complete the information blocks.  When you have finished, click the Complete button.

1.4.2.2.  After you have received notification of your username and temporary password, return to the Air Force Portal site and log in.

1.4.2.3.  At your initial log-in session, you will be required to change your password.  Note the security requirements, select a password, and type it in twice for verification.

1.4.2.4.  If you have questions about or problems with your Air Force Portal account, call the Standard Systems Group Field Assistance Branch (FAB) at Maxwell AFB AL, Gunter Annex.  The number is DSN 596-5771 or commercial 334-416-5771, options 1, 1, 3, 9, and the E-mail address is Team7@gunter.af.mil.
1.5.  Access the PEPP Application—If You Do Not Yet Have an PEPP Account.
1.5.1.  If you already have an Air Force Portal account, you must first be able to go to the PEPP link within the Portal to apply for your PEPP account.  Call or E-mail the AFMSA Service Center, DSN 240-4070, commercial 210-536-4070, or ServiceCenter@brooks.af.mil.

1.5.2.  After the Service Center has given you authorization, log in to the Portal and click the My Profile link on the menu bar at the top right of the page, and the Profile page will be displayed.
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Figure 1.1.  Air Force Portal Menu Bar.
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Figure 1.2.  Profile Page.

1.5.3.  On the Profile page click the Reduced Sign-On link, and the Reduced Sign-On (RSO) page will be displayed.
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Figure 1.3.  Reduced Sign-On Page.
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Figure 1.4.  My Reduced Sign-Ons Navigation Frame.
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Figure 1.5.  Error Message.

1.5.4.  If you receive an error like the one shown above, please call or E-mail the Service Center and request to be added to the (Application Name) group.  You will need to do this only once.

1.5.5.  Click the Edit button in the Navigate frame, and the Choose Your RSO Subscriptions menu will be displayed.
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Figure 1.6.  Choose Your RSO Subscriptions Menu.

1.5.6.  On the Choose Your RSO Subscriptions menu, scroll down until you see the entry for PEPP.

1.5.7.  Click in the box to the left to place a checkmark in it and click Submit.  This will place PEPP on your list of RSO applications, and you will not need to do this again.
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Figure 1.7.  My Reduced Sign-Ons Navigation Frame—PEPP Added.

1.5.8.  A link to AIMWTS will now be displayed in the Navigate frame.  Click the Access button, and the Request Access to PEPP screen will be displayed.
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Figure 1.8.  Log-In Screen.
1.5.9.  Click Request Access, and the Request Access to PEPP form will be displayed.
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Figure 1.9.  Request Access to PEPP Screen.

1.5.10.  Complete Requested Information.  All of the blocks are free-flow text boxes except for DOB, which is a calendar, and Rank and Location, which are drop-down menus.  From those last two, select the appropriate rank and location.  The block titles that are in bold (for example, Last Name) require input; others are optional.

1.5.11.  Establish Correct Locations.  Be sure to select the correct Location.  The component and level of organization to which you are assigned will determine the correct one to use.

1.5.11.1.  MAJCOM-Level Users and Above.  If you are assigned to a MAJCOM headquarters, select that MAJCOM headquarters rather than the name of the base; for example, HQ PACAF instead of Hickam AFB.  The same applies for other organization above base level, such as HQ AFMSA; for example, if you are at HQ AFMSA instead of Pentagon.

1.5.11.2.  Base-Level Users.  If you are assigned to an MTF, be sure to select the base, not your parent MAJCOM or a MAJCOM that may be located at your base.

1.5.12.  Date of Birth (DOB).  Be sure to enter this date and all other dates within the AIMWTS application in the following format:  DD-MMM-YYYY; for example, 26-Jul-1971.

1.5.13.  Complete the Application.  When you have finished, click Submit Request.

1.5.14.  Confirmation of Receipt.  You will receive an Access Request Confirmation notice, stating that your request and information have been received.  Make note of the user’s administrator’s name, phone number, and E-mail address for future reference.  At the bottom are a Print this Page button and a Return to Log-In Screen hyperlink.  In addition, you will receive an automated E-mail message with essentially the same information.
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Figure 1.10.  On-Screen Request Access Confirmation Notice.
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Figure 1.11.  E-Mail Request Access Confirmation Message.

1.5.13.  Notification of Account Activation.  Within one week, you should receive a response from the user administrator.  If not, you should get in touch with him to determine the status of your AIMWTS account application.

1.6.  Access the PEPP Application—If You Already Have a PEPP Account.
1.6.1.  The first time you click the PEPP link Access button within the Portal, click the Use Log-In Form button on the Log-In screen.  You will be prompted for your PEPP user name and password.  Enter both and click Log In.  You will be logged into PEPP.
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Figure 1.12.  Log-In Buttons.

1.6.2.  Once you have successfully logged into PEPP through the Portal, you will no longer need to remember a separate PEPP user name and password.

1.6.3.  The next time you want to access PEPP through the Portal, click the Enter as (Your Name) button, and you will be logged in automatically.

1.7.  Add a PEPP Bookmark to Your Air Force Portal Account.  In addition to the Reduced Sign-On (RSO) function, you can also make bookmarks in your Portal account.

1.7.1.  After accessing the Portal, click the My Workspace tab, and your Workspace will be opened.
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Figure 1.13.  My Workspace Tab.
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Figure 1.14.  My Favorite Links Frame.

1.7.2.  In the My Favorite Links frame, click Edit Links, and the My Bookmarks frame will be opened.
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Figure 1.15.  My Bookmarks Frame.

1.7.3.  To add a link, click the Create New button at the right.  The Add a Link frame will be displayed.
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Figure 1.16.  Add a Link Frame.

1.7.4.  Type in a Link Name of your choice and then type or paste in the URL for PEPP:  https://www.my.af.mil/afmsprod/portal/pepp/login/login.cfm.  NOTE:  The default beginning for URL is http://.  Remember that the ADADS URL begins with https://.
1.7.5.  Click Save, and thereafter when you log in to the Portal, you can go directly to this link to access PEPP.

1.7.6.  To modify a link (Link Name, URL, or both), click the Edit button to the right of the link in the My Bookmarks frame, and the Edit frame will be displayed.
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Figure 1.17.  Edit Frame.

1.7.7.  Make the necessary changes and click Save.

1.7.8.  To remove a link entirely, click the Delete button to the right of the link in the My Bookmarks frame.

Chapter 2

NAVIGATION
2.1.  Introduction.  This section includes information on the use of various screen functions within PEPP—various types of buttons, selection boxes, date blocks, drop-down menus, text fields, electronic signatures, and so forth.  It also includes the PEPP Navigation Menu and its associated options.

2.2.  Screen Functions.

2.2.1.  Buttons.  On various pages, specifically labeled buttons will be available.  The table below gives a quick description of many of the more common ones, and the figure below is an example.

	BUTTON
	FUNCTION

	Save
	Saves updated information.

	Update
	Commits changes to a document that you have made.

	Reset
	Clears the screen of unsaved updates and returns it to its previous state.

	Print
	Displays the standard Microsoft print options menu.

	Reload
	Refreshes the current screen.

	Reset
	Clears unsaved input and restores the screen to its previous state.

	Cancel
	Closes the current screen and returns to the previous screen.

	Search
	Searches the file for a specific record or multiple records.

	Narrow List
	Accesses a list of choices after typing a keyword or a partial keyword.

	Full List
	Accesses an expanded list if a search on a Narrow List is unsuccessful.

	View
	Allows you to view files from a list of selections.


Table 2.1.  Buttons and Their Functions.
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Figure 2.1.  Buttons.

2.2.3.  Radio Buttons.  These buttons are designed to select and deselect various options and will always be displayed in groups of two or more.  Click the one you want; and a dot will appear within it.  To change an option, click another button, and any previously selected one will be deselected, or click the same button again and the dot will be removed.
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Figure 2.2.  Radio Buttons.
2.2.4.  Drop-Down Select Lists.
2.2.4.1.  These lists include specific items from which to choose.  If a block has a Down Arrow at the right, click it, and a drop-down menu will be displayed.  Scroll down, as necessary, and click the appropriate selection to populate the block.

2.2.4.2.  PEPP employs standard browser features.  For long lists, you may want to type in the first letter of what you are searching for, and you will be taken to the first entry with that letter.  Continue typing the same letter, if necessary, until your selection appears.  You can back up the menu as well by typing a letter that has already been passed.
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Figure 2.3.  Drop-Down Select List.

2.2.5.  Date Blocks and Calendar.
2.2.5.1.  You can enter a date in several ways:

· Type it in the block in DD-MMM-YYYY format; for example, 23-Aug-2003.

· Click the Calendar icon to the right, and a calendar will be displayed.  Select the appropriate year and month from the drop-down menu and click the date to populate the block.

2.2.5.2.  Within the calendar, you can also click Current Date to populate the block with today’s date.  You can click the arrows to the left and right of Current Date to select a different month and year.

· << and >> take you back and forward one year.

· < and > take you back and forward one month.
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Figure 2.4.  Date Block and Calendar.

2.2.6.  Electronic Signature Block.  This function allows you to “sign” an action electronically and send it to another PEPP user.  The Signature icon (paper, quill, and ink) has a Date Signed block (or something similar) and a Calendar icon next to it.

· Use the Current Date.  If you want to enter the current date, click the Signature icon, and you will be asked if you want to use the system date.  Click OK if you do, and it will be done automatically.

· Use a Different Date.  If you want to enter a different date, type it in (DD-MMM-YYYY) or click the Calendar icon and select the date from the calendar.  Then click the Signature icon.

A dialogue box stating Signed as of (Date) will be displayed, and the action will be forwarded to the designated recipient.  Click OK.
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Figure 2.5.  Electronic Signature Block.

2.2.7.  Check Boxes.  These boxes, which are found in groups of two or more, allow you to select one or more of the options.  To select a Check Box, click in it, and a checkmark will appear.  To deselect a Check Box, click it again, and the check mark will be removed.
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Figure 2.6.  Check Boxes.

2.2.8.  Free-Flow Text Blocks.
2.2.8.1.  Other blocks, such as Remarks, Comments, Description, Recommendation, and Results, are designed for you to type in data in a free-flowing manner, without regard to format or use of specific data lists.  See Figure 2.7. below.

2.2.8.2.  If you already have comments prepared in an electronic format, such as MS Word or a text file, you can copy and paste them into the free-flow text blocks.  (Ctrl + C [copy] and Ctrl + V [paste]).  NOTE:  Any attributes in the original document, such as Bold or Italic, will be removed.
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Figure 2.7.  Free-Flow Text Block.

2.2.9.  Refresh/Reload.  If you need to refresh your screen for any reason, right-click inside the currently displayed screen—but not within a data field—and select Reload Frame.  Also, if a Reload button exists at the bottom of the screen itself, you can use that instead.  NOTE:  If you use the Reload button on the Netscape menu bar at the top of the screen, you may not be returned to the place where you were.

2.3.  PEPP Navigation Menu.  While you are logged in to PEPP, the PEPP Navigation Menu will be displayed on the left of your screen at all times, regardless of which function is currently active.  Your permissions will determine with categories will be available for your use.
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Figure 2.8.  PEPP Navigation Menu.

2.3.1.  User Information.  The area at the top of the page displays your user information:  Name and Rank, Permissions, Location, and Server Time and Date.
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Figure 2.9.  Current Permissions and Location Screen.
	PEPP USER TYPES

	Symbol
	Meaning

	P
	Point of Contact (POC)

	U
	User Administrator

	T
	Technician

	DEN
	Dentist

	OPT
	Optometrist

	FS
	Flight Surgeon

	SR
	Senior Reviewer

	FH
	Force Health Manager

	CA
	Certification Authority


Table 2.2.  PEPP User Types.
2.3.2.  Menu Categories.  Click any menu category to expand it.  Click it a second time to collapse it.  If so many menus are expanded that the menu runs off the bottom of the page, you can collapse one or more to make the others more easily accessible.
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Figure 2.10.  Menu with Category Expanded.

2.3.3.  Options.  The options on the PEPP Navigation Menu are organized under the menu categories.

2.3.4.  Option Explanations.  If you move the mouse pointer over any menu category or option, an explanation will be displayed in the status bar at the bottom of the screen.

2.3.5.  On-Line Help.  If you need on-line assistance for a particular screen, click the icon in the upper right-hand corner.
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Figure 2.11.  On-Line Help Icon.

Chapter 3

USERS AND PERMISSIONS
3.1.  Introduction.  The table below provides a list of PEPP permissions associated with each user type.

	PEPP USER PERMISSIONS

	Function
	T
	D
	O
	S
	R
	F
	C
	U
	P

	View workflow
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Search for examinations
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Generate reports (varies)
	X
	X
	X
	X
	X
	X
	X
	X
	X

	View recent work
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Start new exams (includes all data entry)
	X
	X
	X
	X
	X
	
	X
	
	

	View exam status (includes history)
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Request physicals—status pending (PSP)
	X
	X
	X
	X
	X
	X
	X
	
	

	Write and complete PSPs
	X
	X
	X
	X
	X
	
	X
	
	

	Cancel exams
	X
	
	
	
	
	
	
	
	X

	Sign dental summaries
	
	X
	
	
	
	
	
	
	

	Sign optometry summaries
	
	
	X
	
	
	
	
	
	

	Sign aeromedical summaries as Flight Surgeons
	
	
	
	X
	
	
	
	
	

	Sign aeromedical summaries as Senior Reviewers
	
	
	
	
	X
	
	
	
	

	Sign exam certifications
	
	
	
	
	
	
	X
	
	

	Un-sign certifications of physicals
	
	
	
	
	
	
	X
	
	

	Write PSPs
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Complete PSPs
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Add users
	
	
	
	
	
	
	
	X
	

	Edit and delete users
	
	
	
	
	
	
	
	X
	

	E-mail users
	
	
	
	
	
	
	
	X
	

	E-mail groups of users
	
	
	
	
	
	
	
	X
	X

	Examine log-in attempts
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Change (self) password
	X
	X
	X
	X
	X
	X
	X
	X
	X

	View and update user information
	X
	X
	X
	X
	X
	X
	X
	X
	X

	View other local users
	X
	X
	X
	X
	X
	X
	X
	X
	X

	View “most local” user administrators
	X
	X
	X
	X
	X
	X
	X
	X
	X

	View useful documents
	X
	X
	X
	X
	X
	X
	X
	X
	X

	View useful links
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Manage useful links
	
	
	
	
	
	
	
	
	X

	Manage system parameters
	
	
	
	
	
	
	
	
	X

	View revision history
	X
	X
	X
	X
	X
	X
	X
	X
	X

	View “About” page
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Create trouble ticket E-mails
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Access contextual help
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Log out of PEPP
	X
	X
	X
	X
	X
	X
	X
	X
	X

	T—Technician                                   D—Dentist                                   O—Optometrist

S—Flight Surgeon                             R—Senior Reviewer                     F—Force Health Manager

C—Certification Authority                U—User Administrator                P—Point of Contact


Table 3.1.  User Permissions.
3.2.  Limitations and Exceptions.  The following limitations and exceptions apply to the permissions in the above table.
3.2.1.  Cancel Exam.  A base-level technician can “cancel” or mark a physical for deletion until the senior reviewer has signed it.  Then only a MAJCOM-level technician can cancel it unless it has been certified.  At that point, only AFMOA can cancel it.
3.2.2.  Un-Sign the Certification of a Physical.  Only the individual who certifies a physical can “un-sign” it.
3.2.3.  Examine Log-In Attempts.  All users can check their own log-in attempts.  User administrators can check attempts for all locations that they manage.  POCs may check for all locations.
3.2.4.  View and Update User Information.  Users can change some but not all of their information.  For example, user names cannot be altered.
3.2.5.  View Useful Documents.  The content viewed may depend on what permissions a user has.
3.2.6.  View Useful Links.  The links available may depend on what permissions a user has.
Chapter 4

SEARCH FOR CASES

4.1.  Introduction.  Use this to locate existing cases.  Click Search for Waivers under Case Work on the PEPP Navigation Menu.

[image: image40.png]FOR OFFICIAL USE ONLY (FOUO) - PRIVACY ACT OF 1974 APPLIES

Start a New Form 422 - s
Physical Profile Report
Enter the subject’s information below.
Boid items are required.
First Name:
Viddla Narme

LastName:

Social Security Number:

Continue | Peset




Figure 4.1.  Case Work Menu—Search for Cases Option.
4.2.  Search.

4.2.1.  Click Search for Cases under Case Work on the PEPP Navigation Menu, and the Search for Cases screen will be displayed.
[image: image41.png]FOR OFFICIAL USE ONLY (FOUO) - PRIVACY ACT OF 1974 APPLIES

MEDICAL EXAMINATION, FORM 88

Lester, Chester
998-01-4437 01-AUG-2003

ADD PSP
View Printable Ver.

Demographics| cirieal el banta] Tasts| optomate| Hearina| notes| surmmars| canssianatures|

Demographics

Verify the subject’s information below.
Asterisks(*) signify  required itern.

s RANK: COMPONENT OR pOSTTION:
338014437 TSgt =l (5D

AEIRSTNAME: MIDDLE NANE: LASTNAME:

Chester Lester

*HOME STREET ADDRESS
[123 Short

werry:
[Universel City

HSTATE: +21p copE:
Texas ~| [7e148

HEMERGENCY CONTACT NAME
Ester Lester

semngency conTacr AvpRess:
125 short |
niversal cicy T« 79148

HEMERGENCY PHONE

*RELATIONSHIP OF CONTACT:

[210-653-0000

Spouse




Figure 4.2.  Search for Cases Screen.
4.2.2.  Use whatever criteria seem the most appropriate to accomplish your search.
4.2.3.  You must select the Form Type (SF 88, SF 93, or AF Form 422) before you can enter either a Date of Exam After or a Date of Exam Before.
4.2.4.  You can sort the search by Name, SSN, or Exam Date.

4.2.5.  When you have selected your search criteria, click Search, and the Search Results screen will be displayed.  The search criteria will be indicated at the top.
4.2.6.  If your criteria included a specific Form Type, the Search Results screen will include a list of all records for that form.
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Figure 4.3.  Search Results Screen—Form Type.
4.2.7.  If your search criterion was a specific SSN, the Search Results screen will include a list of all forms on file for that individual.
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Figure 4.4.  Search Results Screen—SSN.

4.2.8.  If the search did not produce the desired results, click Search Again, and the Search for Cases screen will again be displayed.

4.2.9.  The following figures illustrate SF 88, SF 93, and AF Form 422 files.
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Figure 4.5.  SF 88—Medical Examination.
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Figure 4.6.  SF 93—Medical History.
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Figure 4.7.  AF Form 422—Physical Profile Serial Report.

4.3.  View Cases.
4.3.1.  From the Search Results page, click the SSN of the individual whose record you want to view.
4.3.2.  To read the information in a file, click on the tabs at the top of the page.
Chapter 5
WORKFLOW
5.1.  Introduction.  Use this to select cases in various states of the examination process to view and to perform work on them.  Click Workflow under Case Work on the PEPP Navigation Menu.
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Figure 5.1.  Case Work Menu—Workflow Option.

5.2.  Workflow Screen.

5.2.1.  Click Workflow under Case Work on the PEPP Navigation Menu, and the Workflow screen will be displayed.
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Figure 5.2.  Workflow Screen—Base.
[image: image50.png]FOR OFFICIAL USE ONLY (FOUO) - PRIVACY ACT OF 1974 APPLIES

MEDICAL EXAMINATION, FORM 88

Lester, Chester ADD PSP
998-01-4437 01-AUG-2003 View Printable Ver.
Deamagraphics| Clinical Eval| pantai| Tasts| optamstry| Hoaring] Nota:| summary| Carte/signatures
Nar Abn NE Nar Abn NE
A Head, Face, Neck and scalp &+ (- | | O Prostate c e
(auar 40 or dinicaly indicatad)
o, Ears - Ganaral 6o
Cintarnal Canals) P Testel CRCRC
(Auditory acuity under items 39 @ P e
sz and Rectum 6o
and 40) (Hamonhoids, Fistulsa)
<. Drums (perforation) ¢ ¢ | |tHemosiresuisy
R. Endarine Systarn 6o
0. Noss 6o
5. U Systam 6o
€. Sinuse: 6o
. Uppar Extremitias 6o
. Mouth and Thrast @ ¢ | |Gudngh, rangs of motion)
5. Epes -General (visual acuity @ | |V 900
and
V. Lowar Extramities (Excapt Fast) @
refraction undar
T o) ETebananaid
e g o o | [weene other mussesketetsl & -
1. Pupils (Equality and restion) @ (=~ | | rateiing Bod Markss ®0¢C
3, Ocular Motilty (Associsted @&+ (= | | Y- Skin, Lymphatics ¢
Parailal movements nystagmus) -
K. Lungs and Chest 9 ® ® it sy 2 @@
e < a2, pychiatric 6o
Crivesh size, thythm, sounds) | | (Specity any persanalty deuiation)
0, Vazcular Systam & | [eeeeass cc o
Varicositias ot
4 2 C. Paluic (Famalas anly) o w
M. Abdornen and Vizcara Gndude @
harnia)




Figure 5.3.  Workflow Screen—MAJCOM and Above.

5.2.2.  The Workflow screen for each level—base, MAJCOMs, ACS, and AFMOA—is essentially the same, in that each includes the same file states or categories.  Think of each category as a basket with files at different stages of the process.
5.2.3.  Work pending on SF 88s and SF 93s will be displayed on the left and right, respectively, as Medical Exams and Medical History Reports.

5.2.4.  Levels 2 (MAJCOM), 3 (ACS), and 4 (AFMOA) have the additional capability to access the workflow of other organizations.  At the top of the Workflow screen, select the organization whose workflow you want to view from the drop-down menu and click Switch.

5.2.5.  The contents of each Workflow screen will be different for each organization.  The number of files currently in each category is indicated to the left.
5.2.6.  To view the list of files in a category, click the category, and an index of files will be displayed.

[image: image51.png]SEARCH CRITERA

SSN: 123456789

FOR OFFICIAL USE ONLY (FOUO) - PRIVACY ACT OF 1974 APPLIES

SEARCH RESULTS: 1 records found

INSTRUCTIONS: Click on form riame to view any single case.

SN Name (Last, First MI) Existing Forms
123456789 User, Test « Med Hist (Form 93), 23-JUN-03

+ ed Exam (Form 68), 25-JUN-03

+ ed Exam (Form 88). 30JUL-03

« ed Exam (Form 88). 30JUL-03

« Med Exam (Form 88), 31JUL-03

« Bhy _Profile Rep. (Form 422), 02-JUL-03

SEARCH AGAIN




Figure 5.4.  File Index.
5.2.7.  To view a file, click the entry to highlight it.  If the list has more than four entries, you may need to use the vertical scroll bar to the right to find the file you want.
5.2.8.  Highlight the file and click View Selected, and the file will be opened.
Chapter 6
RECENT WORK

6.1.  Introduction.  Use this to select cases on which you have worked recently, rather than go into your Workflow to locate them.  Click Recent Work under Case Work on the PEPP Navigation Menu.
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Figure 6.1.  Case Work Menu—Recent Work Option.

6.2.  Locate Files.

6.2.1.  Click Recent Work under Case Work on the PEPP Navigation Menu, and the Recent Work screen will be displayed.
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Figure 6.2.  Recent Work Screen.
6.2.2.  Recent work for your organization will be listed—by individual—with all exam files.
6.2.3.  To view a file on an individual, click the hyperlink under Existing Forms, and that file will be displayed.

6.3.  Clear Work.  To remove existing work entries and start with new ones, click Clear Recent Worklist.
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Figure 6.3.  Recent Work—List Cleared.

Chapter 7

EXISTING PRE-EXAMS

7.1.  Introduction.  Use this to select pre-existing medical information to transfer to SFs 93.  Click Existing Pre-Exams under Case Work on the PEPP Navigation Menu.
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Figure 7.1.  Case Work Menu—Existing Pre-Exams Option.

7.2.  Create New SFs 93 with Existing Pre-Examinations.
7.2.1.  Click Existing Pre-Exams under Case Work on the PEPP Navigation Menu, and the Existing Pre-Examination Medical History Forms screen will be displayed.
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Figure 7.2.  Existing Pre-Examination Medical History Forms Screen.

7.2.2.  Click Transfer to Med Hist (Form 93) for the file you want to transfer, and the Convert Pre-Exam Medical History Report screen will be displayed.
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Figure 7.3.  Convert Pre-Exam Medical History Report Screen.

7.2.3.  Type in the appropriate SSN and click Begin.  A partially pre-populated SF 93 page will be displayed.
7.2.4.  See Chapter 9 for additional information on completing SFs 93.
Chapter 8
CREATE PHYSICAL EXAMINATION CASES
8.1.  Introduction.  Use this to create physical examination case files—SF 88.  Click Create Case under Case Work on the PEPP Navigation Menu and then click Form 88.  The Start a New Form 88—Physical Examination screen will be displayed.
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Figure 8.1.  Case Work Menu—Create Case Option (SF 88).
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Figure 8.2.  Start a New Form 88—Physical Examination Screen.
8.1.1.  Complete the First Name, Last Name, and Social Security Number (Middle Name is optional) on the subject and click Continue.  The SF 88 will be displayed, with the Demographics page opened.
8.1.2.  The SF 88 consists of nine pages of information (10 pages if a Physical Status Pending (PSP) is included), each represented by a tab at the top of the file page.  To move from one page to another, click the appropriate tab.
8.1.3.  If you are updating information, be sure to click Save & Continue before moving from a page; otherwise, your information will be lost.

8.1.4.  Make sure that you complete all required information and that you do not enter invalid values.  If you omit a required item or enter an invalid value, a notice will prompt you to correct your data entry.

8.1.5.  When you click Save & Continue on a page, you will be taken to the next page.  You can return to any previous page by clicking the appropriate tab.

8.1.6.  The following figures illustrate the layouts of each page of the SF 88.
8.2.  Demographics Page.  Complete the information.  Information blocks identified with asterisks (*) are required.  Click Save & Continue when finished.
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Figure 8.3.  SF 88 Demographics Page.
8.3.  Clinical Evaluation Page.  Every item must be checked:  Normal (Nor), Abnormal (Abn), or Not Evaluated (NE).  For all items you select as Abn, you will be prompted to add a note in the section below.  Cumulative notes will appear on the Notes page.  When you click Abn for an item, the header Notes for Item X will appear in the Notes section.  Click Save & Continue when finished.
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Figure 8.4.  SF 88 Clinical Evaluation Page.

8.4.  Dental Page.  If a dental examination is included, indicate the appropriate entries in the Dental section and add any Remarks and Additional Dental Defects and Disease if necessary.  Click Save & Continue when finished.
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Figure 8.5.  SF 88 Dental Page.
8.5.  Tests Page.  Complete the appropriate information.  Click Save & Continue when finished.
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Figure 8.6.  SF 88 Tests Page.

8.6.  Optometry Page.  If an optometry examination is included, indicate the appropriate entries.  Click Save & Continue when finished.
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Figure 8.7.  SF 88 Optometry Page.

8.7.  Hearing Page.  If a hearing examination is included, indicate the appropriate entries in the Hearing and Audiometer sections.  Click Save & Continue when finished.
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Figure 8.8.  SF 88 Hearing Page.

8.8.  Notes Page.  Notes that you added to the Clinical Evaluation page will be included and displayed in the Noted Entered in Clinical Evaluation section.  If needed, add notes to the Additional Notes, Significant or Interval History section.  Click Save & Continue when finished.
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Figure 8.9.  SF 88 Notes Page.

8.9.  Summary Page.  Add Recommendations and any Physical Profile information from AF Form 422.  Click Save & Continue when finished.
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Figure 8.10.  SF 88 Summary Page.

8.10.  Physical Status Pending Page.
8.10.1.  Prior to completing a case, if additional information is needed, a PSP can be requested.

8.10.2.  This is not among the nine tabs at the top of the file, but to request additional information from another or the same location, click Add PSP at the top right of the file.  The Request PSP page will be displayed.
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Figure 8.11.  SF 88 Request PSP Page.

8.10.3.  Complete the PSP information and click Sign PSP Request.  A PSP Request Added dialog box will be displayed.  Click OK.
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Figure 8.12.  PSP Request Added Dialog Box.

8.10.4.  When you return to the SF 88, the Add PSP button will be changed to read View PSP(s).  From any other page of the SF 88, click View PSP(s) to view the recorded PSP request and to request additional PSPs if necessary.
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Figure 8.13.  SF 88 PSP History Page.
8.10.5.  To request another PSP, click Add PSP at the bottom of the page and make the request.  This is the same as described above.
8.10.6.  If you have received a PSP request and want to view the details of a PSP, click the magnifying glass icon to the left of the entry, and the entry will be expanded.
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Figure 8.14.  SF 88 PSP Information Page.
8.10.7.  If you are ready to respond to the request, click Sign PSP.
8.10.8.  A Request Response Added dialog box will be displayed.  Click OK.
[image: image74.png]Hernia cec e | =
T [sow ] =
o X ] =
ed wetting since & -
emeaz o |6 O <l =
idney stane ar & -
Hopa marme | © € C <l =
Swaroralbumin | - @ = =
e [alCiNel | =
diseases

ccent gain or loss & =
o waih 29 Kl =
st ot | ® @ ® | =
etz)

Rhemam,or | € 6 € | =
fursitis

R =l =

Save & Cantinue Reset




Figure 8.15.  Recipient Response Added Dialog Box.
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Figure 8.16.  SF 88 PSP Information Page—Signed.

8.11.  Certifications/Signature Page.  This page may require as many as seven signatures.  Each appropriate official should sign in the correct order.  Anyone can remove his own signature unless the Senior Reviewer has signed the SF 88.  A Senior Reviewer can un-sign for any previous signer.
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Figure 8.17.  SF 88 Certifications/Signatures Page.

8.12.  Signatures.  The following figures illustrate an SF 88 at various states during the signing process.
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Figure 8.18.  SF 88—Technician Signature.
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Figure 8.19.  SF 88—Optometrist Signature.
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Figure 8.20.  SF 88—Dentist Signature.
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Figure 8.21.  SF 88—Force Health Officer Signature.
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Figure 8.22.  SF 88—Physician Signature.
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Figure 8.23.  SF 88—Senior Reviewer Signature.
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Figure 8.24.  SF 88—Certification Authority Signature.
8.13.  Printable Version.

8.13.1.  To view, print, or save the completed form in a document format, click View Printable Version at the top right of the page.  You must have Microsoft Word software for this to work properly.
8.13.2.  A File Download dialog box, giving you the option to Save or Open the form will be displayed.

8.13.3.  To view it, click Open, and the document will be displayed in a separate window.  To close it, click the X in the upper right corner of your screen.
8.13.4.  To print it, use either your MS Windows File/Print menu item or the Print icon.

8.13.5.  To save it, click Save and then from the Save As/File Download window, select a drive and directory to which you want to save the file, select a name, and click Save.
Chapter 9
CREATE MEDICAL HISTORY CASES
9.1.  Introduction.  Use this to create medical history case files—SF 93.  Click Create Case under Case Work on the PEPP Navigation Menu and then click Form 93.  The Start a New Form 93—Medical History screen will be displayed.
[image: image84.png]INDIVIDUAL DEFECTS/RESTRICTIONS:
Corrective lenses.|

Save & Cantinue Reset




Figure 9.1.  Case Work Menu—Create Case Option (SF 93).
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Figure 9.2.  Start a New Form 93—Medical History Screen.
9.1.1.  Complete the First Name, Last Name, and Social Security Number (Middle Name is optional) on the subject and click Continue.  The SF 93 will be displayed, with the Demographics page opened.

9.1.2.  The SF 93 consists of seven pages of information, each represented by a tab at the top of the file page.  To move from one page to another, click the appropriate tab.

9.1.3.  If you are updating information, be sure to click Save & Continue before moving from a page; otherwise, your information will be lost.

9.1.4.  Make sure that you complete all required information and that you do not enter invalid values.  If you omit a required item or enter an invalid value, a notice will prompt you to correct your data entry.

9.1.5.  When you click Save & Continue on a page, you will be taken to the next page.  You can return to any previous page by clicking the appropriate tab.

9.1.6.  The following figures illustrate the layouts of each page of the SF 93.

9.2.  Demographics Page.  Complete the information.  Information blocks identified with asterisks (*) are required.  Click Save & Continue when finished.

[image: image86.png]FOR OFFICIAL USE ONLY (FOUO) - PRIVACY ACT OF 1974 APPLIES

PHYSICAL PROFILE

SERIAL REPORT, FORM 422
Miranda, Amanda

822-47-0831

Demagraphics| profils| Miscellaneous| cers/signatures|

CREATED 04-Aug-2003

Miscellaneous *

Verify the subject’s information below.
Asterisks(*) signify  required itern.

T™ MEDICAL DEFECT/CONDITION REQUIRES MEB OR PEB PROCESSING
15 shoun by sxamination or review o Heslh Racurd o corrent course of rsstmant, individus) i harad for

V' OVERSEAS ASSIGNMENT ™ RETIREMENT/SEPARATION WITHIN ONE(1) YEAR

™ REMOTE/ISOLATED TOUR ™ OTHER (specify)

REMARKS:

Save & Cantinue Reset




Figure 9.3.  SF 93 Demographics Page.

9.3.  Present Health Page.
9.3.1.  Complete the information.  Information blocks identified with asterisks (*) are required.

9.3.2.  If applicable, add or remove Current Regular Medications, Current Interim Medications, and Allergies.  To add an item, type it in the appropriate block and click Add Med or Add Aler.  To remove an item, highlight it and click Remove.

9.3.3.  Click Save & Continue when finished.
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Figure 9.4.  SF 93 Present Health Page.

9.4.  Medical History Page, Part I.  You must complete all items.  Optionally, you can add Comments and Dates to items if desired.  Click Save & Continue when finished.
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Figure 9.5.  SF 93 Medical History Page, Part I.

9.5.  Medical History Page, Part II.  You must complete all items.  Optionally, you can add Comments and Dates to items if desired.  Click Save & Continue when finished.  This is a continuation of Medical History, Part I.
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Figure 9.6.  SF 93 Medical History Page, Part II.
9.6.  Medical History Page, Part III.  You must complete all items.  Optionally, you can add Comments and Dates to items if desired.  Click Save & Continue when finished.  This is a continuation of Medical History, Parts I and II.
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Figure 9.7.  SF 93 Medical History Page, Part III.

9.7.  General History Page.
9.7.1.  You must complete all items.  Optionally, you can add Explanations to items if desired.

9.7.2.  If applicable, add or remove Immunizations.  To add an immunization, type it in the List All Immunizations Received block and click Add Imm.  To remove an immunization, highlight it and click Remove.

9.7.3.  Click Save & Continue when finished.
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Figure 9.8.  SF 93 General History Page.

9.8.  Certifications/Signature Page.  This page may require two signatures—the Technician who updates the information and the Physician who certifies it.
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Figure 9.9.  SF 93 Certifications/Signatures Page.
9.9.  Signatures.  An SF 93 may require two signatures.  If the person completing the SF 93 is a Physician, no additional signatures are required.  After a Physician or Flight Surgeon has signed it, only a Senior Reviewer or Certification Authority can make changes.
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Figure 9.10.  SF 93—Technician Signature.
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Figure 9.11.  SF 93—Physician Signature.
9.10.  Printable Version.

9.10.1.  To view, print, or save the completed form in a document format, click View Printable Version at the top right of the page.  You must have Microsoft Word software for this to work properly.
9.10.2.  A File Download dialog box, giving you the option to Save or Open the form will be displayed.

9.10.3.  To view it, click Open, and the document will be displayed in a separate window.  To close it, click the X in the upper right corner of your screen.

9.10.4.  To print it, use either your MS Windows File/Print menu item or the Print icon.

9.10.5.  To save it, click Save and then from the Save As/File Download window, select a drive and directory to which you want to save the file, select a name, and click Save.

Chapter 10
CREATE PHYSICAL PROFILE REPORT CASES
10.1.  Introduction.  Use this to create physical profiles—AF Form 422.  Click Create Case under Case Work on the PEPP Navigation Menu and then click Form 422.  The Start a New Form 422—Physical Profile Report screen will be displayed.
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Figure 10.1.  Case Work Menu—Create Case Option (AF Form 422).
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Figure 10.2.  Start a New Form 422—Physical Profile Report Screen.
10.1.1.  Complete the First Name, Last Name, and Social Security Number (Middle Name is optional) on the subject and click Continue.  The AF Form 422 will be displayed, with the Demographics page opened.

10.1.2.  The AF Form 422 consists of four pages of information, each represented by a tab at the top of the file page.  To move from one page to another, click the appropriate tab.

10.1.3.  If you are updating information, be sure to click Save & Continue before moving from a page; otherwise, your information will be lost.

10.1.4.  Make sure that you complete all required information and that you do not enter invalid values.  If you omit a required item or enter an invalid value, a notice will prompt you to correct your data entry.

10.1.5.  When you click Save & Continue on a page, you will be taken to the next page.  You can return any previous page by clicking the appropriate tab.

10.1.6.  The following figures illustrate the layouts of each page of the AF Form 422.

10.2.  Demographics Page.  Complete the information.  Information blocks identified with asterisks (*) are required.  Click Save & Continue when finished.
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Figure 10.3.  AF Form 422 Demographics Page.

10.3.  Profile Page.  Complete the information.  Information blocks identified with asterisks (*) are required.  Click Save & Continue when finished.
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Figure 10.4.  AF Form 422 Profile Page.

10.4.  Miscellaneous Page.  Complete the information, and click Save & Continue when finished.
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Figure 10.5.  AF Form 422 Miscellaneous Page.

10.5.  Certifications/Signature Page.  Either the Technician who updates the information or a Physician who certifies it can sign this page.
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Figure 10.6.  AF Form 422 Certifications/Signatures Page.
10.6.  Signatures.  An AF Form 422 requires only one signature.
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Figure 10.7.  AF Form 422—Technician Signature.

10.7.  Printable Version.

10.7.1.  To view, print, or save the completed form in a document format, click View Printable Version at the top right of the page.  You must have Microsoft Word software for this to work properly.
10.7.2.  A File Download dialog box, giving you the option to Save or Open the form will be displayed.

10.7.3.  To view it, click Open, and the document will be displayed in a separate window.  To close it, click the X in the upper right corner of your screen.

10.7.4.  To print it, use either your MS Windows File/Print menu item or the Print icon.

10.7.5.  To save it, click Save and then from the Save As/File Download window, select a drive and directory to which you want to save the file, select a name, and click Save.

Chapter 11
USER SETTINGS

11.1.  Introduction.  This menu category allows you to change your user profile information, view your own successful log-ins and unsuccessful log-in attempts, and get in touch with other users.  Click User Settings on the PEPP Navigation Menu.

[image: image107.png]‘Case Wark
@Search for Cases
@workflow

@Recent Wark
@Existing Pre-Exams
»Create Case

>Reparts
> User Settings




Figure 11.1.  User Settings Menu.

11.2.  Update Personal User Information.  Use this menu option to change certain personal PEPP account information, such as rank, phone number, and E-mail address.

11.2.1.  Click User Info under the User Settings tab on the PEPP Navigation Menu, and the Edit User screen will be displayed.
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Figure 11.2.  Edit User Screen.

11.2.2.  If you need to change your Rank, select the correct one from the drop-down menu.

11.2.3.  If you need to correct your DOB, either use the Calendar icon to the right or type the date in manually.  Remember that the format is DD-MMM-YYYY.

11.2.4.  For all other changes, type in the corrected information.

11.2.5.  After making all changes, click Update User, and a dialog box indicating successful update will be displayed.
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Figure 11.3.  User Information Updated Dialog Box.

11.2.6.  Click OK, and the Edit User screen will be displayed with the updated information.

11.3.  View Log-In Attempts.  Use this menu option to view your successful log-ins and unsuccessful log-in attempts.
11.3.1.  Click Log-In Attempts under the User Settings tab on the PEPP Navigation Menu, and the Show Log-In History screen will be displayed.
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Figure 11.4.  Show Log-In History Screen—Unsuccessful Attempts Only.

11.3.2.  The default date range is seven days, ending with the current date, and all unsuccessful log-in attempts will be displayed at the bottom.

11.3.3.  The Date and Time, Success, and Internet Protocol (IP) for each log-in and log-in attempt will be shown.  If the IP address indicated is different from your IP address, a log-in or log-in attempt was made from a different computer.

11.3.4.  To change the default 7-day period to be examined, click the Calendar icon to the right of Starting: and/or Through: blocks and select the dates, or manually type them in the date blocks in DD-MMM-YYYY format.  Click Submit.

11.3.5.  To change the default Show Only Unsuccessful Attempt to all log-ins and attempts, click the radio button to the left of Show All Log-In Attempts.  Click Submit.

11.3.6.  The Show Log-In History screen will be refreshed and will display log-in information from the new Date Range and/or Type of Attempt.
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Figure 11.5.  Show Log-In History Screen—All Log-Ins and New Date Range.

11.3.7.  Click on any entry under the Success heading, and a window with details about the log-in will be displayed.
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Figure 11.6.  Access Attempt Details Window.

11.3.8.  Click on any entry under the IP heading, and a window with details about the IP address and the communications facility will be displayed.
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Figure 11.7.  Who Is Details Window.

11.4.  View, Call, and E-Mail Local Users.  Use this menu option to identify other PEPP users at your organization or location, obtain their telephone numbers, and send E-mails to them.

11.4.1.  Click Local Users under the User Settings tab on the PEPP Navigation Menu, and the Other Users at (Location) screen will be displayed.
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Figure 11.8.  Other Users at (Location) Screen.

11.4.2.  The list will display Rank, Name (Last, First, MI), Phone, E-Mail, and Other Info for all users assigned.

11.4.3.  E-Mail.  To send an E-mail to an administrator, click the E-Mail Address hyperlink, and an E-mail input screen will be displayed.

11.4.3.1.  Internet Explorer.  If you are using Internet Explorer (IE), the screen should look and work the same as for Microsoft Outlook, and you should have no problem with this function.

11.4.3.2.   Netscape.  If you are using Netscape, your browser may require that you set certain parameters in order to use this function.  If your local area network (LAN) activity is unable to help you set those parameters or you need to E-mail an administrator right away, you can open your regular E-mail and type or paste the E-mail address into the To block.

11.5.  View, Call, and E-Mail Users at Other Locations.  Use this menu option to identify other PEPP users at your organization or location and at other locations, obtain their telephone numbers, and send E-mails to them.

11.5.1.  Click User Phonebook under the User Settings tab on the PEPP Navigation Menu, and the User Phonebook screen will be displayed.
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Figure 11.9.  User Phonebook Screen.

11.5.2.  If you are above base level, you will be able to select locations subordinate to your organization.

11.5.3.  Select a From these Locations, if applicable, and Whose Last Name Starts With, if desirable.

11.5.4.  Click Build List, and the User List Query Results screen will be displayed.
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Figure 11.10.  User List Query Results Screen.

11.5.5.  The telephone numbers will be displayed, and each name is a hyperlink which, if you click it, will bring up a blank E-mail form, addressed to that individual.
Chapter 12
RESOURCES

12.1.  Introduction.  This menu category allows you to view and download useful documents, access related Internet links, and view a history of changes to the PEPP application.  Click Resources on the PEPP Navigation Menu.

Figure 12.1.  Resources Menu.

12.2.  View Useful Documents.  Use this to view and download the PEPP User’s Guide and any other available information.

12.2.1.  Click Docs under Resources on the PEPP Navigation Menu, and the PEPP Useful Documents screen will be displayed.

Figure 12.2.  PEPP Useful Documents Screen.
12.2.2.  To view or download a document, click the D to the far left of that document, and the File Download window will be displayed.
Figure 12.3.  File Download Window.

12.2.3.  To view it, click Open, and the document will be opened.

12.2.4.  To download it to a disk or drive, click Save and follow the on-screen instructions.
12.3.  View Useful Links.  Use this to access Internet links that pertain to PEPP.

12.3.1.  Click Links under Resources on the PEPP Navigation Menu, and the PEPP Useful Links screen will be displayed.

Figure 12.4.  PEPP Useful Links Screen.
12.3.2.  Click the hyperlink under Name of the link you want to access, and the main page of the link will be displayed.
12.4.  View Review History.  Use this to read information on revisions to the PEPP application.

12.4.1.  Click History under Resources on the PEPP Navigation Menu, and the Application Revision History screen will be displayed.

Figure 12.5.  Application Revision History Screen.
12.4.2.  Included will be a list of Versions, including the Date with a Description of Change for each.

Chapter 13
HELP

13.1.  Introduction.  This menu category allows you to access various kinds of help, submit trouble tickets to the AFMSA Service Center, and submit software change requests (SCRs).  Click Help on the PEPP Navigation Menu.

Figure 13.1.  Help Menu.

13.2.  Search Help Pages.  Use this to look up information on the help pages by using keywords.
13.2.1.  Click Search Help Pages under Help on the PEPP Navigation Menu, and the Search Help Pages screen will be displayed.
Figure 13.2.  Search Help Pages Screen.

13.2.2.  Type in a keyword or phrase and click Search.
13.2.3.  The Search Results page with references that include that keyword or phrase will be displayed.  If no references are found, the Search Results page will so indicate and will allow you to initiate a new search.

Figure 13.3.  Search Results Screen—No Results Found.

13.3.  Start Trouble Tickets.  Use this to open trouble tickets on PEPP application problems and send them to the AFMSA Service Center.  Before opening a trouble ticket, you should first attempt to answer the question or solve the problem locally.  Specifically, review the Frequently Asked Questions (FAQs), the PEPP User’s Guide, or the PEPP Administrator’s Guide (administrators only), all of which are available for download.  If you are still unable to take care of the question or problem, use the trouble ticket.

13.3.1.  Click Start Trouble Ticket under Help on the PEPP Navigation Menu, and the Open Trouble Ticket screen will be displayed.

Figure 13.4.  Open Trouble Ticket Screen.

13.3.2.  Subject.  Indicate the subject in the Subject block.

13.3.3.  Description of the Problem.
13.3.3.1.  Be Specific.  When you report a problem, it is very important to be as specific as possible.  This will help Service Center personnel more rapidly and accurately identify the source and reason for the problem and either correct it or give you the information you need to allow it to work properly.

13.3.3.2.  Recreate the Problem.  If you receive an error message, for example, try to go back and recreate the situation that led to it if possible.  Make note of just what actions you took, such as menu items you clicked, specific information you typed in certain blocks, etc.

13.3.3.3.  Copy and Paste Error Messages.  Copy the error message and paste it into the E-mail.  An easy way to do this is to click and drag your mouse so that the entire message is highlighted.  Then press and hold down the Ctrl key and press the C key.  To paste the message into the E-mail, place the cursor in the E-mail text area.  Press and hold down the Ctrl key again and press the V key.

13.3.3.4.  Copy and Paste Graphics.  Copy graphics, such as applicable input screens and paste them into the E-mail.  The copy-and-paste method for error messages, above, will not work very well for graphics.  Instead, while the screen is visible, press and hold down the Ctrl key and press the Print Screen key.  To paste the graphic into the E-mail, place the cursor in the E-mail text area.  Press and hold down the Ctrl key again and press the V key.  The entire screen will be included.

13.4.3.5.  Edit Graphics.  However, as an option, if you have graphics editing software and are comfortable using it, you may wish to crop the primary graphic to remove the externals before pasting it into an E-mail.

13.3.3.6.  Problems with Copying and Pasting.  If pasting a graphic into the E-mail text area does not work, it may be easier to use your regular E-mail software.  To do so, just copy the Service Center E-mail address into the To block of a blank E-mail message and continue.

13.3.4.  Include a File.
13.3.4.1.  If you have a separate file to include with the Trouble Ticket, click Browse and go to the drive and directory where the file is located.

13.3.4.2.  Click the name of the file and click Open.  The block to the right of Browse will be populated with the path and file.

13.3.5.  Submit.  When you have completed the description and have added any attachments, if necessary, click Submit.

13.3.6.  You will then receive a Trouble Ticket Sent message, and a response will be sent to you as soon as the problem can be investigated and a solution determined.

Figure 13.5.  Trouble Ticket Sent Message.

13.4.  About the PEPP Application.  Use this to view information about PEPP:  version, point of contact (POC), and application support information.
13.4.1.  Click About the PEPP Application under Help on the PEPP Navigation Menu, and the About This Application screen will be displayed.

Figure 13.6.  About PEPP Screen.
13.4.2.  To E-mail a POC or application support representative, click the E-mail address, and a blank E-mail form will be displayed, addressed to that individual.
13.5.  Access Change Request System.  Use this to submit software change requests (SCRs) to HQ AFMSA.  SCRs should involve things that do not seem to work properly, functions that need to be added or modified, etc.  Such items will be evaluated, and, depending on the urgency or priority, may be implemented rapidly or at a later date.
13.5.1.  Click Access Change Request System under Help on the PEPP Navigation Menu, and the Access Change Request System screen will be displayed.
Figure 13.7.  Access Change Request System Screen.

13.5.2.  Click Access the System.  Shortly thereafter, you will receive an E-mail message, notifying you of your user ID, password and URL for submitting an SCR.
13.5.3.  After you log in to the SCR Application, you can submit your SCR and providing details as to need, criticality, priority, etc.
Appendix A

TERMS AND ACRONYMS
ACS
Aeromedical Consultation Services

AF
Air Force

AFI
Air Force Instruction

AFMOA
Air Force Medical Operations Agency

AFMS
Air Force Medical Service

AFMSA
Air Force Medical Support Agency

AFPD
Air Force Policy Directive

AFSC
Air Force Specialty Code

AMS
Aeromedical Summary

ASC
Aviation Service Code

CA
Certification Authority

CPT
Current Procedural Terminology

CSB
MAJCOM Central Standards Board

CSV
Comma-separated value

DNIF
Duty Not Involving Flying

DoD
Department of Defense

FHO
Force Health Officer

FS
Flight Surgeon

ICD (9)
International Classification of Diseases (Version 9)

MAJCOM
Major Command

MilPers
Military Personnel

MTF
Medical Treatment Facility

PEPP
Physical Examination Processing Program

POC
Point of Contact

PSP
Physical Status Pending

SAM
(USAF) School of Aerospace Medicine

SCR
Software Change Request

SG
Office symbol for medical facility/staff commander

SR
Senior Reviewer

SSL
Secure Sockets Layer

SSN
Social Security Number

TDY
Temporary Duty

UA
User Administrator

URL
Uniform Resource Locator

USAFSAM
USAF School of Aerospace Medicine

WA
Waiver Authority

XLS
Microsoft Excel spreadsheet
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Appendix C
WHEN THINGS DO NOT WORK—USER STEPS
1.  Ensure that your video display is set to at least 800 x 600 resolution.

2.  Check for the correct syntax in URL https://pepp.afms.mil.  NOTE:  the s after http is VERY important; the server will NOT acknowledge you without it.

3.  Ensure that you are using Netscape Communicator version 7.0 or Internet Explorer 5.5/6.0 or higher and that it is capable of 128-bit encryption.  See the section below entitled Verifying 128-Bit Encryption Capability for instructions.

4.  If you have difficulties in connecting to the server, try to connect on at least three separate occasions at least 20 minutes apart.  Heavy Internet traffic anywhere between your desktop and the PEPP server could prevent successful connection.

5.  If you receive an error message, please copy and save the message text, as this is the primary tool to troubleshoot and resolve problems.

6.  Make note of anything you may have changed on your computer, particularly browser settings, since your last successful connection to PEPP.

7.  Send an E-mail to the PEPP Service Center at ServiceCenter@usafsg.brooks.af.mil and be specific about what you are trying to accomplish and what kind of problem you are having.  Please include the text of all error messages you receive and any changes made to your computer or browser since your last successful connection.

Verifying 128-Bit Encryption Capability

If you experience encryption problems or are unable to connect to the PEPP server, complete steps 1 through 5 below.

1.  Launch Netscape Communicator.

2.  Click on Help (text in top menu bar).

3.  Click on About Communicator.

4.  Look for the paragraph in bold letters.

· If it says, “This version supports U.S. security . . . ,” you have 128-bit encryption.

· If it says, “This browser supports international security . . . ,” you have 56-bit encryption.

5.  If you have the international security version, you must upgrade to U.S. security (128-bit) encryption.  Go to step 6.

6.  To upgrade Netscape Communicator versions, follow these steps:


a.  Browse to http://sg-www.satx.disa.mil/af/sg/downloads/index.cfm.


b.  Download Netscape version 6.0 and save the file as cc32d47.exe.


c.  Open Control Panel (Win 95, 98, and NT).


d.  Choose Add/Remove Programs.


e.  Scroll down to highlight Netscape Communicator.


f.   Click Add/Remove (this will remove the current version of Netscape).


g.  Close Control Panel.


h.  Double-click on the saved file (cc32d47.exe) to install Netscape Communicator version 4.7 on your computer.  Follow the on-screen instructions.

7.  After Netscape communicator has been installed successfully, you can access PEPP.

NOTE:  As users, some of you may not have permission to add software to or remove it from your computers.  If you do not, you will need to contact your network administrator for assistance.  Also, if you do not feel comfortable performing this procedure by yourself, contact your network administrator.

Verifying 128-Bit Encryption Capability (Netscape)

If you experience encryption problems or are unable to connect to the PEPP server, complete steps 1 through 5 below.

1.  Launch Netscape Communicator.

2.  Click on Help (text in top menu bar).

3.  Click on About Communicator.

4.  Look for the paragraph in bold letters.

· If it says, “This version supports U.S. security . . . ,” you have 128-bit encryption.

· If it says, “This browser supports international security . . . ,” you have 56-bit encryption.

5.  If you have the international security version, you must upgrade to U.S. security (128-bit) encryption.  Go to step 6.

6.  To upgrade Netscape Communicator versions, follow these steps:


a.  Browse to http://sg-www.satx.disa.mil/af/sg/downloads/index.cfm.


b.  Download Netscape version 7.0 and save the file as cc32d47.exe.


c.  Open Control Panel (Win 95, 98, and NT).


d.  Choose Add/Remove Programs.


e.  Scroll down to highlight Netscape Communicator.


f.   Click Add/Remove (this will remove the current version of Netscape).


g.  Close Control Panel.


h.  Double-click on the saved file (cc32d47.exe) to install Netscape Communicator version 7.0 on your computer.  Follow the on-screen instructions.

7.  After Netscape communicator has been installed successfully, you can access PEPP.

NOTE:  As users, some of you may not have permission to add software to or remove it from your computers.  If you do not, you will need to contact your network administrator for assistance.  Also, if you do not feel comfortable performing this procedure by yourself, contact your network administrator.
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