

The Commander’s Action Group has undergone some changes in the past three months.  In an effort to keep our customers informed we will be providing updates via “The Communicator” as necessary.
New arrivals at the CAG are Master Sgt. Johnathan Hover, superintendent. Sergeant Hover handles high level inquiries and special projects. Tech. Sgt. Diane Jackson is the new NCOIC and works conference facilities, Welcome Desk issues and special projects. Finally, Staff Sgt.  Tey Lundy, CAG administrator, works high level inquiries, messaging and computers.

AFPC Welcome Desk
The welcome desk is manned daily from 7 a.m. to 4:30 p.m. Our vision for this area is to provide a warm and friendly face to those visiting the center and provide pertinent information to assist our visitors in every way possible. To assist those manning the desk, the CAG will provide a weekly listing of all AFPC events. This information will be taken from the AFPC/All Calendar. Help us provide the most complete information by listing the event name, point of contact, location, and phone number when placing items on the calendar. 

Heads up
The plasma screen is up and running and will have many features in the months ahead.  One of these features includes highlighting each Directorate’s Deployed Warriors on a rotating quarterly basis. The CAG will task directorates to appoint a point of contact to head up its inputs. We will begin with DPA and rotate alphabetically each quarter. The CAG will provide a PowerPoint template for everyone’s use. Please be on the look-out for this upcoming tasking. 

Facility reservations
Facilities scheduling will no longer be accomplished in the CAG office due to the limited amount of space and the sensitive nature of high level inquiries. Those personnel wishing to schedule one of our facilities must first check the appropriate calendar for availability before accomplishing a reservation form. Please click the Web site below to access our full procedures for scheduling as well as the applicable reservation forms.  See instructions below on how to access the following calendars (for a printable copy see our CAG Web site):  AFPC All, AFPC/DSX Conference Facility, AFPC/DSX Conference Room, AFPC/DSX Green Room, AFPC Key Personnel http://intraweb/ds/DSX/Conf_Fac.htm                
Access to AFPC specific calendars
To access the AFPC All Calendar use the following steps:

· open Microsoft Outlook

· click File from the Toolbar

· select Open, then select other user’s folders

· type AFPC/ALL in the name box

· change “Inbox” to Calendar using down arrow

· click “ok”

· select the applicable calendar from those listed (AFPC/All)

To access the AFPC DSX Calendar for facilities:

· repeat steps 1 through 6 for the All Calendar

· select the applicable calendar from those listed (AFPC/DSX Conference Center, AFPC/DSX Conference Room, and AFPC/DSX Green Room)

To access the Key Personnel Calendar:
· open Microsoft Outlook
· scroll down to Public Folders, expand
· expand All Public Folders
· scroll down to Randolph AFB, expand
· select AFPC, expand
· select CC, expand
· right click on AFPC Key Personnel Calendar and add it to your Favorites
· next time you access the calendar click on Public Folders, expand, Favorites
· select AFPC Key Personnel Calendar
