SUPERVISOR TRAINING SERIES

HOW TO FIND EMPLOYEES WITHIN
YOUR ACCESS CONTROLS AND
VIEW EMPLOYEE DATA

FOURTH ESTATE PERSONNEL ACCOUNTABILITY AND ASSESSMENT SYSTEM (FEPAAS) 1




Purpose

*Managers and second line supervisors may oversee multiple organizations
and many employees. This section shows how to find your employees and
view the information FEPAAS has available. This can include employee
contact information, emergency contacts, and prior event status. Family
member information may be available for OCONUS employees.

* If you cannot see employees under your supervision but in another
organization, you will need their SSN. If you supervise other organizations,
contact FEPAAS@dla.mil

This instruction will show you how to identify employees
assigned to your security access, and the information
available in the system for those employees.




FEPAAS Main Page: https://fepaas.whs.mil
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Help and Contact Info
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Once logged in,
click on the
‘Employees’
tab
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FEPAAS was built based on a directive from the Department of Defense to address this issue. This Web-based

tool allows employees to update information by using the internet or calling a toll-free number. In addition,

FEPAAS will assist officials to determine the status of Dol employees and their families and then provide

assistance as needed.
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Locating your employees

To see all
employees
assigned to A —
you, select
Find.

You may also
enter selection
criteria to limit
the search




Employees within your access controls:

A list of
employees
will be
displayed.
You can
control the
number
per view
here.

Click on a name to see detailed information



Detailed Employee Information

This screen
displays basic
information on
each employee

Click on the
options to see
contact or
event
information.
You can also
reset your
employee’s
password

NOTE: Family member information is only solicited
for OCONUS employees




Adding an Employee to An Event

If an
employee was
not included
in the event
population
but should
have been
(TDY, Leave),
click on the
Event drop
down.

A box will appear. Select the event, click on %he ‘In the area’
box, and select a reason.




