Base Level Service Delivery Model (BLSDM) Training Package

Purpose: The system provides commanders the capability to produce a wide-variety of pre-
defined and user-driven queries and reports, with the ability to export data to Microsoft.
Commanders are able to find an individual member, request actions to be taken and query
personnel data in clear text. The following rosters are available: Alpha Roster, Evaluations
Roster, Late Evaluations Roster, Pending and Projected Evaluations, Gains Roster, Loss Listing,
Decoration Eligible Roster, Unit Personnel Management Roster (UPMR), AEF Roster, Duty
Status Roster, Family Care Report Roster, Commanders Management Roster, Classification and
OJT Report (ANG only), Excess & Overgrade Report (ANG only), Education Reports (ANG
only), and Reenlistment & Extension Roster (ANG only)

OPR: AFPC/DPSSMI.

REFERENCES: AFCSM 36-699, Air Force Computer Systems Manual, Volume 1, and the
PSD Handbook

TARGET AUDIENCE: Total Force

Responsibilities:
Commander:
1. Access the BLSDM homepage via AFPC Secure and AMS.
2. Initiate the following personnel action requests to Force Support Squadron/Military Personnel
Element (FSS/MPE) for processing.

a. Request the Decoration Recommendation (DECORG6)

b. Submit a Change of Reporting Official (CRO)

c. Input a Duty Status change request
3. Request and receive rosters on assigned personnel. The following rosters will be available:
Alpha Roster, Evaluations Roster, Late Evaluations Roster, Pending and Projected Evaluations,
Gains Roster, Loss Listing, Decoration Eligible Roster, Unit Personnel Management Roster,
AEF Roster, Duty Status Roster, Family Care Report Roster, Commanders Management Roster,
Classification and OJT Report (ANG only), Excess & Overgrade Report (ANG only), Education
Reports (ANG only), and Reenlistment & Extension Roster (ANG only).
4. Commander may delegate access to member(s) assigned (PAS Admin). Individual must have
CMS access.

Note: These requirements apply to all military personnel assigned (Total Force) to commanders
at the Squadron-, Group- and Wing-levels. Unit Commanders may view Total Force unit
personnel only and Wing Commanders may view Total Force personnel under their command.

Force Support Section (FSS)/Military Personnel Element (MPE):

1. Manage local access.

2. Maintain the capability to manage and provide local commanders Manpower and Personnel
data in clear-text format.

3. Access CMS under the FSS/MPE responsibilities and complete the following:
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a. Find an unread DECOR 6 case, request the RIP via MilPDS, once the RIP is produced,
open the case, attach the RIP file to it and refer to the CC Box with an Action Complete
Status.

b. Find a CRO case, complete the CRO action, select the link to open the case and give
the case a “closed” status.

c. Find a Duty Status Other case, complete the Duty Status update, select the link to open
the case and give the case a “closed” status.

AFPC/DPS:
The responsibility and capability to add, change, delete, and manage access and delegation
requests for user accounts for each individual accessing the system

GENERAL INFORMATION:
1. The commander has the capability to request personnel actions. These requests will be
forwarded to the FSS/MPE for action. Once the request is complete the FSS/MPE will return
confirmation back to the commander. The following personnel actions can be requested:
a. DECOR 6- the request for a Recommendation for Decoration
b. CRO- the request to change a reporting official. The following information is needed
to request a CRO: rater SSAN, supervisor last Name, Supervisor First Name, Supervisor
Status and supervisor effective date.
c. Duty Status- the request to change duty status. The following information is needed to
update duty status: reason for duty status, start date, end date, additional information and
supporting FSS.
2. The commander also has the ability to request personnel rosters. These rosters will be
immediately available to download via excel.

Commander’s Navigation Path: AMS screen showing all of the roles that a member has. You do not have
to select the BLSDM role in order to see the BLSDM button from AMS Main Menu.

<N Assignments Management System (AMS) Profile Selection - Microsoft Internet Explorer provided by USAF
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it is recommended that you have the latest version of your web browser instalied for functionality and security

purposes. This sile is developed and tested for use With current versions of the internet Explorer web brawser.

For best resulis, use internet Explorer. Aii site ionality may not be avail in other This site
makes use af Coakies, Java, lavaScript and Secure Socket Layer technotogies.




Verify email and phone number and click next on this screen.

<3 Assignment Management System (AMS) - Microsoft Internet Explorer provided by USAF
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AMS - Lo

AMS
Assignment Management System

Users are required to provide an eMail address and phone number. Please confirm
below information. Click [Mext] to continue login process.

It DSH not available, prafix commercial phone number with = 's'. Exampls: 'c 555-555-5555"
Duty Phone DSH: |565-6660 | E Mext

It iz recommended that yvou have the latest version of your web browser Installed for functionalily and securiby
purpnses. This site Is developed and tested for use with current versions of the Internet Explorer web browser.
For best resuits, use internet Expforer. All site may not be in other . This site
makes wse of Cookies, Java, JavaScript and Secure Secket Laver technologies.

&] Done B S iocalintranet

Click the BLSDM button.

2} Assignment Management System (AMS) - Microsoft Internet Explorer provided by USAF
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AMS IS NOT THE SYSTEM OF RECORD. SURFS ARE FOR INFORMATIONAL PURPOSES OMNLY.
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Ml Enlisted Assignments M| +F A5 Commander's Guide

Ml Personnel Information | ~FAS Guide
Ml #ccourt InfoiRequest Higher Access | [l Help
The hentoring Tool Ml cACFaa's

| == M| Request Technical Support

| Frequently Asked Guestions

| Log Off

Ml ~FFC Homepags
For your protection, AMS
automatically Snds your Session
after 60 minutes of inactivity

Enlisted SURF Data is current as of 11 Feb 2007
Officer SURF Data is current as of 11 Feb 2007
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Ordering Personnel Products:
< Base Level Service Development Model - Microsoft Internet Explorer provided by USAF
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address | @&] hitps: fitew20/BLSDMMek20/default aspx W
Links &] AFFMS &) AFPC Secure @] AMS ITE
~
BASE LEVEL SERVIGEIDEISHVERNYAMODE!
Home S3ANs may be entered either with or without the dashes
- —— Hames of 4 characters or less, the results will be a last name exact match.
iz b o it o Hames of 5 characters or more, the results will be last names that begin with the characters entered
Alpha Roster If alast name is entered, it will take 3-5 mmutes to process the request. Please be patient.
UMFR Commander Management Roster Data for Commander Management Roster 1 less than 24 hours old. This report is not live to expedite report processing time
AFEF Roster TMFPR TMPE. data iz current as of 143EP2007.
Cmdr Mgt Roster Data Problems Please contact your servicing Force Support Squadron for assistance.
Decor6 Elig Ruster Account Problems Please contact the BLSDM POC located within the Force Support Squadron.
Duty Status Rost Traming Information f
i atus Roster
Hel, P B ’ CC DS 665-5004 C al (210) 565-5004
Evals Listing = This is the Commander’s =
Gains Listing zmsomarata-28  (lash-board front page. The
Loss Listing o
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Family Care Report
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Administration
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-2 Individuall Form - Microsoft Internet Explorer provided by USAF
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Decor 6, CRO, Duty Status Change Navigation Path:

dual Form - Mi
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rosoft Internet Explorer, provided by USAF
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PERSONAL DATA - PRIVACY ACT OF 1974 (USC 552a)
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2} BLSDM: Commander Support - Microsoft Internet Explorer, provided by USAF
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AIR FORCE
PERSONNEL CENTER

¢ Favorites (%)

Privacy & Security Policy Contact Us

Decoration RIP Request (DECORS)

Once you click submit, this case will be forwarded to your servicing FSS/CSS for resolution. For your convenience, we
have provided you with an account on CMS onto which you will be able to logon to see the end product once the process
is complete. It is possible that you may receive the end product through encrypted email, hard copy or other acceptable
means determined by your local FSS

Member Information
Rank: Last: First: M SSAN:

Additional Information:

Is the DECOR 6
being generated for
mid tour, PCS,
PCA, Retirement.

- Characters rermaining

From the dropdown below, please select the FSS or CSS supporting you:
[ Select your supporting FSS or €SS v

This cortaing information which must be protected 1AW AF| 33-332 and DoD Regulation 5400.11; Privacy Act of 1974 as Amended &) S u b I I I It

(FOUO). It must be protected or privacy act information remeved prior to further disclosure

&] Dane

Air Force Personnel Center, Randalph AFB, Texas 78150
Last Reviewed 11 JUN 2007
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Submit
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The following is displayed once a request is sent.

|2 BLSDM: Commander Suppart - Microsoft Internet Explarer provided by USAF mE ]
_x': ,."," gl | search e Favertes {65) = 0 - J-l by, 3 .":'

Qe -

AIR FORCE
PERSONNEL CENTER

Request Successfully Submitted

Thank you for submitting this request online. Your request has been
stored and submitted to CMS5.

Your control number is: 947005

Close Window

Alr Force Personnel Center, Randolph AF B, Texas 76150
Last Reviewed: 11 JUN 2007
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The following is an informational warning if the Commander does not have a CMS Account. If a
POC is not found using the Commanders MAJCOM and MPF information, the default POC for
CMS is displayed.

| 1L A Caprmrmaiir Bupepuert - Bl sl it st 1o st pravide d ey UAAN . Fa L.f
3 = * Cu [ i

| AlR FORCE =l -
| PERSONNEL CENTER ::'.rr.g.!

= & — R

Access Denied

Pisase comtact your base POC Phane: DSM
+ i grcler 10 create 8 CMS account

The following is displayed if the action is not in the AMS database for the Commander, or if
AMS is unavailable.

[a_m SDM: Commander Suppart - Microsaft Internet Explorer provided by USAF M=) %]
N [

il | - Search Favorites  4f<)

AIR FORCE
PERSONNEL CENTER

Problem with AMS [ CioseWindow |

There was a problem connecting to AMS. AMS might not be available
or a server may be down. Please try again later.

Alr Foree Personnel Centar, Randolph AFD, Texas 76150
Last Reviewsd: 11 JUN 2007
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The following is displayed if the Member is not found in MilPDS or MilPDS is unavailable.

(@ 5DM: Commandor Support - Micrasoft Intornot Explarar provided by USAF EaE

(&) a1 | S semch e Pavories ) -y - E 3 "f

) AIR FORCE T
PERSONNEL CENTER } “‘ g"Qd

x

Problem with MilPDS (ommiiconed)

There was a problem connecting to MIIPDS. MILPDS might not be
available or a server may be down. Please try again later.

Mdr Force Personnel Genter, Randalph AFB_ Texas 78150
Last Revigwed, 11 JUN 2007
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AEF Roster

File Edit Wew Favorites Tools Help

Search ‘-_'._.".«_'Favur\tss 6“_:

w - L)@

‘2 Rosters - Microsoft Internel Explorer provided by USAF E]@
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Address |@ hitp:/ flocalhost/ELSDM/Forms/Rosters, aspx

ol

Links &) AFFMS &] AFPC Secure @] AMS ITE

BASE LEVEL SERVIGE

Export To Excel (AEF Roster) ]

UMPR

AFF Roster

Cmdr Mgt Roster
Decor6 Elig Roster
Duty Status Roster
Evals Listing

123-45-6789 T3G o]

Home
Lt e FULL_NAME SSAN
Alpha Roster DOE, JOHN

SMITH, MARY 937-55-4321

IDEIVERYSTODEIR

GRADE DUTY_STATUS UNIT_DESC
319 MISSION SUPPORT SQICSS AR

S55G oo 319 MISSION SUPPOET SQ/CES A4

Gains Listing

Loss Listing

Late Evals
Proj/Pend Evals
Family Care Report
Administration

Commander’s
Rosters/Individual
Reports

AFEF STATUS RECORD_STATI
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Administration Screen (Delegation)

icrosoft Internet Explorer, provided| by USAF

File Edit View Favortes Tools Help :."

OBack M > Iﬂ g _,‘J / ) Search §. Favories ‘E‘;’ =" ] - ii
Address ‘@ hitp:fjdev20jBLSDMNet20/Forms Administration. aspx
Links 4] AFFMS €] AFPC Secure 4] AMS ITE

BASE LEVEL SERVIGEIDENRERVEMODEIN

Current Users Enter Last Natne or SSATT: l:l
Home
Intvia o

Alpha Roster
UMFR

AFF Roster

Cmdr Mgt Roster
Decort Elig Roster
Duty Status Roster
Ewvals Listing

Gains Listing

Loss Listing

Late Evals
Proj/Pend Evals
Family Care Report
Administration

&J Local intranst




Search by SSAN.

23 Administration - Microsoft Internet Explorer, provided by USAF

Fle Edt Wiew Favorkes Tools  Help "
Qe - () Iﬂ \ELI A /- ) Search \_;t(' Favorites 46%) g W - ) B
Address \@ http: /jdev20/BLSDMNEt20{Farms/ Administration, aspx W |
Links @] AFFMS @] AFPC Secure €8] AMS ITE
~

BASE LEVEL SERVIGEIDEWERYIM@ODE]

Home Current Users Enter Last MName or 3SAM

Individual Form

Alpha Roster Name: [DOE JOHN |

TMPR Grade:

AFF Roster

Cmdr Mgt Roster

Decort Elig Roster

Duty Status Roster

Ewvals Listing

Gains Listing

Loss Listing

Late Evals Abl I ity to L

Proj/Pend Evals

Fanily Care Report add/delegate users.

Administration

v
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