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To utilize the Air Force Personnel Center’s (AFPC) Secure Web Site, you must first start your web browser, normally Microsoft Internet Explorer.
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1.  If this is your first time entering Secure Web, once you start your browser, type in the following address:  https://ite.afpc.randolph.af.mil/afpcsecure/default.asp.  
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Be sure to save this as one of your Favorites, by clicking on Favorites/Add to Favorites, this will make it easier to access each time you want to enter the site.  
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2.  The next screen will contain an OFFICIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY statement.  Click OK.
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3.  When the AFPC Secure – Login screen appears:

a.  In the User ID data field type your User ID.

b.  In the Password data field type your password.
c.  Click on Secure Login.
[image: image2.png]A AFPC Secure - Lo
| Fie Edi Vew Favoles Tods He

rosoft Internet Explorer provided by AFPC

| CBack -+ > - @ [5) (Y| @Search (Favories (FHistoy

[ Adeess [€1 ntos 7w s rarcoh s mivaipcssous /et s

AFPC Secure - Log

* AFPC Secure PKI Registration (Account Creation) Improved: We have recently improved this process. Ifyou were
ever unahle 10 use your CAC with our web Site, you should try it again. Air Force Military and Civiian persannel
should no langer have to provide their SSAN. Click here for infarmation on accessing AFPCSECUre using your CAC
andior DaD PKI Cerifcate.

5 Firsttime Air Force Users: Itis essential for Miltary members to know their Pay Date, and for Civl Service
employees to know their Service Computation Dats (SCD) for Leave to support access of authorized indviduals to
this weh site. Checkyour LES for Pay Date and SCD Leave Date,

*# Cookies must be enabled: Click here for ather comman problems and solutions,

#  On-Line Password Reset: Click here for details.

Read Me TIPS: All Users
& importance of Accurate E-Mail address for receipt of AFPC Auto E-Mail:

AFPC Secure ses e-mail for security verification messages to users, so itis very Important thatyour address is accurate
and that you have an actual e-mail account atthat address.

New AFPC Secure Users without an active e-mail account: For new users (military users without established accounts,
orwage grade civlians without their own personal computer atwork) suggestyou obtain permission to have your Air
Force organization, Supenvisor or Spnsor provide their e-mail address for your read-anly use (far receipt of AFPC Secure
e-mail on atemporary basis) unil your own account s actually established. Mail box owner must agree to provide you
copies of your e-mail messages. This will eliminate problems with use of AFPC Secure. Just rememberto change the e-
mail address in AFPC Secure, Upon activation of your own account. Users may also use free personal internet service
provider e-mail accounts that they may have, but should only do this if a government account is not available. Carefully
checkihe address to ensure Its correct.

Ifyou are unsure ofyour actual e-mail address, you can confirm it by selecting the “address book” in Outiook, finding your
name, right clicking on “properties”, and selecting the “E Mail Addresses” tab. Many times users are unaware of their
actual e-mail address,

Usage Policy

OFFICIAL UL.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY

Registered users please login to continue.

Forgotyour password?

@t you have ot used your accourt i the s four
months (120 days), it has been deleted andl you wil

needto create  agein.

Create Password Accounts Here
(Non-DoD PKI certificate users)
In order to gain access to secure content at
AFPC, please register. Selectthe appropriate

category.

AFPC Homepage

A EEEE

=]

€]
AAstart]|| ] @ [ || [Blinbox-Microsstt Outlook| EINAF Secure Web.doc - [[E1AFPC Secure - Logi

15 Lo et

L 32T 1254PM



 


d.  The Military, Civilian and Other buttons are for setting your password if you are Active Duty Military or an Appropriated Fund (APF) Civilian; Nonappropriated Fund (NAF) employees refer to paragraph 12 of this guide for instructions on how to get a User ID and Password through AFPC.

4. Once you click on Secure Login, the AFPC Secure/Main Menu screen will appear.  If you are an APF employee, your menu will contain multiple items.  As an APF employee, you can use this site to look at your electronic OPF, print your civilian career brief and track your benefits in addition to printing your NAF reports.
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If you are a NAF employee, your AFPC Secure/Main Menu screen will be quite different.  The only item you will see on this screen is NAFPrint_Web.  

In either case, click on NAFPrint_Web to get into NAF Print View.
5.  When the NAF Print View/Select Base screen appears: 

a.  Select Text or HTML (either one will work).

b.  Your base’s name should appear under Base To Work With.

c.  If you wish to view the instructions, click on Instructions.

d.  Click OK to go to the next screen.
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6.  The NAF Print View/Select Day of Week screen is the next screen you will see, notice the Base Name, ALN and Select Day Of Week data fields.  The Base Name and ALN fields should already be populated.  Click on the down arrow under Select Day Of Week to show the dates of the print files available.

a.   Select a specific day of the week or All to view all of the reports available.

b.   Click OK.
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7.  In the NAF Print View/Select File Type screen notice the Base Name, ALN, DOW (Day of Week) and Select File Type data fields.  The Base Name, ALN and DOW fields should already be populated.  Click on the down arrow under Select File Type to show the types of reports available for printing.
a.   Select a specific file type or All to view all of the reports available.
b.   Click Submit.
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8.  The NAF Print View/Selected Files screen shows the records you selected.  Here is a breakdown of each column:
Display/Print Download:  You can display, print, or download the file.
File Name:  Self explanatory.
As of:  Date the file was created.
C Time:  Central Time, the time the file was created.
Access Location Number (ALN):  Which system file was created.
Functional User (FU):  Which account file was created.
Type:  Name of report.
CPF:  Servicing Office ID (SOID).
Acct:  Your account number.
File Size:  The size of the file.
# Pages:  Number of pages in the report
ID Data:  Additional filter data to identify the product.  
Other Info:  Additional data, PAS and Org.  
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a.  The Back button [image: image8.png]Back.



 takes you to the NAF Print View/Select Base screen.
b.  The Exit button [image: image9.png]Exit|



takes you to the APFC Secure/Main Menu screen.
9.  In the NAF Print View/Selected Files screen you have the option of displaying, printing, or downloading the file, we will look at each of these in turn.  


a.  Select a file and click Display [image: image10.png]Display ﬂ,ﬂ
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.  The report will appear on your screen. 
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1.  If this report had multiple pages, you could view the pages by typing the page number in the Enter Page data field and pressing the Tab key on your keyboard.


2.  You can also click > to advance to the next page or >>| to advance to the last page.


3.  Click < to go back to a previous page or |<< to return to the first page.  



4.  Change the look of a report by clicking FONT-LG or FONT-SM.



5.  To print this report, click PRINT.  



6.  Click Exit and it returns you to the NAF Print View/Selected Files screen.
When you click Print, the Print dialogue box will appear.  Make sure your page layout is correct for the type of report you will be printing (landscape or portrait), select two-sided printing if you have that capability and want to do so, ensure the correct printer is identified and click Print.
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b.  Select a file and click Print [image: image13.png]Display ﬂ,ﬂ
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.  This reminder will appear on your screen.  Click OK.
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The report you selected and the Print dialogue box will appear on your screen.
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Click Print to print the report.
Once you have printed the report, click Back [image: image16.png]= Back



 to return to the NAF Print View/Selected Files screen.
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c.  Select a file and click Download [image: image18.png]Display ﬂ,ﬂ
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.  This will allow you to download a single report from the NAF Print View/Selected Files screen.
Note:  In order to download a file, users must have NT 4.0, Service Pack 4.0 or later, as well as the DOD PKI Certificate.  If these are not installed on your computer, you will not be able to download the file using Internet Explorer.  Netscape Navigator will display a message concerning the certificate, but will allow the download to occur.
After you click on Download, the following NOTE: will appear.  Pay close attention to this note.  If you do not follow this guidance, you will not be able to open the file you just saved.  Click OK.
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The File Download dialogue box will appear.
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You have a choice of opening the file from its current location or saving the file to a disk.  Note that there is already a dot next to Save this file to disk.  Click OK.

The Save As dialogue box will appear.
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The system automatically brought up Desktop in the Save in: data field.  You may save the file here or change to the directory you want by clicking on the down arrow.
If you want to change the file name, you can.  In any case, remember to remove the underscore 

( _ ) before you save the file.  In the example below, I kept the Desktop directory and removed the underscore sign from File name:.  Click Save.
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A Download Complete dialogue box will appear when the download is complete.  You may now view or print the document you just saved. Click Close.
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You will return to the NAF Print View/Selected Files screen.

To view the form you just saved, go to the directory you saved it to.  In this case, I saved the form to my Desktop.

To open the form, double click on the icon or the title of the form.  You can print the form by going into File/Print.  
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You can also email the form to the supervisor rather than printing hard copies.  Do this by clicking on the paperclip icon [image: image25.png]


 on your email tool bar and follow the prompts.
10.  To download multiple reports, go to the NAF Print View/Selected Files screen and click on printed/viewed.



a.  Follow the instructions provided on the NAF Print View/Select Zip Files screen.



b.    Select the files you wish to download.  Click on Start Download.  






Clicking on Back [image: image26.png]Back



 returns you to the NAF Print View/Selected Files screen.  Clicking on Exit [image: image27.png]=]



takes you out of NAF Print Web.
c. The File Download dialogue box will appear.  
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You have a choice of opening the file from its current location or saving the file to a disk.  Note that there is already a dot next to Save this file to disk.  Click OK.
The Save As dialogue box will appear.  
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The system automatically brought up Desktop in the Save in: data field.  You may save the file here or change to the directory you want by clicking on the down arrow.  If you want to change the file name, you can.  In this example, I kept the Desktop directory.  Click Save.
A Download Complete dialogue box will appear when the download is complete.
[image: image30.png]=l
Ly

Saved:
NAFPrint.2ipfiom i, afpe andolph afmil.

Dowrload Complete

Dowrloaded:  260KBinT sec
Dowrloadte:  C:ADacuments and Self. \NAF Print i
Tiansferale: 2680 KB/Sec

I~ Close this islog box when dowrioad completes

tpen | Opm ot





You may now view or print the document you just saved.  Click Close.  You will return to the NAF Print View/Select Zip Files screen.

Once you are finished, click Back [image: image31.png]Back



 to return to the NAF Print View/Selected Files screen, or click Exit [image: image32.png]=]



to get out of NAF Print Web.



To view the forms you just saved in the zip file, go to the directory you saved it to.  In this case, I saved the forms to my Desktop.

To open the forms, double click on the zip file icon or the title of the zip file.  
The WinZip – NAF Print.zip dialogue box opens.  It lists the forms you have saved to this zip file.  
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Double clicking on the form name [image: image34.png]Da70B3pe.tit



 will open the form.
You can print the form by going into File/Print.  
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You can email this zip file to the supervisor rather than printing hard copies of the forms.  However, it is important to realize you have to email the entire zip file, so make sure only the forms that apply to that one supervisor are in the zip file.  To send the file, click on the paperclip icon [image: image36.png]


 on your email tool bar and follow the prompts.

11.  Remember to close completely out of the AFPC Secure Web when you have finished your session.
12.  NAF employees have their User Ids and Passwords issued through PALACE Compass Systems within AFPC.  If you are a NAF employee, have your supervisor send an email to AFPC/DPCXO2 PALACE Compass Systems.  Provide the following information:


Name



SSN



Base



CPF-ID (this is your Servicing Office ID or SOID) (i.e., 4V, 9U)



PAS Code (include the full code) (i.e., CL3LF55R)



Access Needed (will always be NAF)



Organization/Office Symbol



DSN phone number



Email address

PALACE Compass will issue your User ID and Password via email.

Air Force Personnel Center’s Secure Web Site


FOR NAF DPC PRINT VIEW
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Your Base





Your Base
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Your Base





Remember:  Reports will be stored for 6 to 7 days.  After the seventh day the files are deleted.  If you need to view, print, or download these reports, please do so before the seventh day. 
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