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STEP 1
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Click “NEW?” to start a new Activity Log
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STEP 2

Select “Unit/Individual

Click “Next”

New Activity

Sele ord type
Unit/Individual

Please use this option to enter Unit related
activities. This option should not be selected
for Patrol related activities in order to avoid

errors

Aircraft
Please use this option to enter Aircraft related
activities. If you are creating an activity for a
Patrol, please select this option only if the
facility type for the patrol is an Aircraft to

avoid errors.

Boat
Please use this option to enter Boat related
activities. If you are creating an activity for a
Patrol, please select this option only if the
facility type for the patrol is a Boat to avoid

facility type he patrol is a Radio to avoid

errors




ST E P 3 1. Itis not necessary to enter “Unit” or

“OPCON", as they will automatically default
New Activity: Unit/Individual to your flotilla and sector.
2. Leave “Operations Code” as "None”

Information — 3. Skip this field for now.

Activity Record Number Review Status /
Open - 4. Select “99 Mission Code” from the

Unit @ Operations Code 4 i
Search Units... caNONG®== drOdeWH I|St
SreoN e Legacy Operations Code a) Fora single day’s activity enter “Date”

Search Units... /
and start “Time”

Legacy OPCON "*Mission Code
CMeness b) Enter “Duration” in hours and
FSO-I1S Reviewed Mizasion Start Tirme @5 /
Date ri decimal minutes. Click “i” for
: examples.

*"Duration 4

c) For an entire month’s activity enter

Summary of Activities @©

“Date” as the last day of the month,

Clarification Commuents

leave “Time” blank.

d) Enter total monthly hours for the

Non-reimbursed Mileage and Expenses

Miles Coat aCthlt!.
5. Enter a brief summary of the

q activity/activities.

>~ 6. Click “Save” 5



Step 4

W Home Members Unas Activity Logs More v Q

At this point you have to tell the
A system for whom the data applies.
AL-6122016

Click “ADD MEMBER”

Unit/indwvidual A LEADERSHP ACTIVITIES 8/3/2020 1200 PM

Mission Code Description

F A AS K A TASK H T
AL-61220% Open

OXNARD MARITIME

ELEVENTH SOUTHERN J 994 LEADERSHIP ACTIVITIES

8/12/2020 1200 PM
00
8/4/20201200 AM

AVC & SO-OP Admin
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STEP 5

AL-6121626

Mission Code Descristion 1. Enter your name or
Member Number in

“Search User”

Member Assignment

1213306

Unit Lovel

— 2. Click the box when your
Member 1D BT Hame -

Unit Number

name/number appears.

3. Click “Add Members”

Member id

Position



Step 6

Unt/indwvidual F9A; LEADERSHIP ACTIVITIES /17/2020 1200 PM Open

1. Click the “Position” drop down
menu and choose “LEAD”

Mission Code Description

RELATE ADD TASK MEMBER AND TASK CAPTURE CHATTER

2. Click “Update Activity
Members”

Member Assignm

A Green message box at the top will
appear “Save Successful”

However, you are not done!
3. Click on “DETAILS”



Step 7

AL-DI1LLOUY

In the far right side of the

Bassad B lasion Code Mission Start Thne Review Status e “REVIEW Status” box is a
Unit/individua 99A; LEADERSHIP ACTIVITIES 9/1/2020 1200 PM Open £) MICHAEL ) BRODEY £ pencil icon. Click on it

Mission Code Description

RELATED ADD MEMBER ADD TASK MEMBER AND TASK CAPTURE CHATTER
' v R ’ g "
AL-§12250% Open

OXNARD MARITIMI

ELEVENTH SCUTHERN F9A: LEADERSHIP ACTIVITIES

SO-0OP Admin
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STEP 8

Uni/ I’»:ﬁf;v.dua PIA LEADERSMIP ACTIVITIES /20201200 PM Cl';u\'\ 0 MICHAEL J BRODEY 2

1. From the dropdown
menu, choose
“Approval

Mission Code Description

RELATED ADD MEMBER ADD TASK MEMBER AND TASK CAPTURS
Requested”
ALSI122509 Openy
2. Click the “SAVE”
None

button that then
appears at the
bottom of the
screen

L) OXNARD MARITIVE
¥ Open

ki y Heistrant N
ApPIove Heguestea
Needs Qarfication
Under Review
) CLEVENTH SOUTHERN

Approved

12.00

Summary of Activj4

11




STEP 9

HOo™Me Members Ussts

)

Activit

AL-6122509

Unt/indvicdual FIA LEADERSHIP ACTIVITIES

Mission Code Description

RELATED Al

MBER ADD TASK

AL-612250%
OXNARD MARITIME

ELEVENTH SOUTHEARN

ALty Logs

MEMD

More v

ER AND

Note the “Review
Status” box has
updated to “Approval
Requested”

eview SLatus

Apgroval Requested

TASK CAPTURI CHATTER

Aoprovel Regquested YOU ARE DONE!

PAA LEADERSHIP ACTIVITIES

Mas Chart .

9/1/2020 2,00 PM

9/2/2020 11,00 AM

SO-CF Admin
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SPECIAL NOTES

m This format is used for multiple purposes: replaces the 7029, 7030, 7038, etc.

m When used to replace the 7029 for inputing “99” hours, one entry can be made for
an entire month’s hours for one 99 code, a great time saving feature.

m For subsequent month entries, where only the hours change, a shortcut is to use the
“CLONE” feature. Simple choose a completed previously entered form you want to
use, click “CLONE”, and then just change the date and duration fields, click “SAVE”,
then edit the "Review Status” to “Approval Requested”, and you are done.
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