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	FY05-07 MTF Business Plan Validation/Adjustment Process Instructions


	Step 1:
	Go to the AFMS Business Plan website at https://afmsbizplan.afmoa.af.mil.  Viewed best at 1024 X 768 resolution.

	
	Click on “Sign In” and then click “Accept” on the Privacy Act page.  Enter your username and password.  For MTFs:  username = <MTF Name>; password = <DMIS-ID>.. Example:  username:  maxwell; password:  0004.  For MAJCOMs:  Username = <MAJCOM>; password = <Last Name of MAJCOM POC> provided.  Click on “Log On”.

	Step 2:
	Download the FY 05-07 MTF Business Plan Guidance. To do this, click on “Downloads” and find the MTF Business Plan Guidance document.  Click on the icon to save it on your PC.

	Step 3:
	Read the MTF Business Plan Guidance thoroughly!

	Step 4:
	Download your MTF’s FY 05-07 Business Plans.  Business Plan raw data is also provided for download in Excel format.  This is for MAJCOM/MTF use, but is not to be used or submitted as part of the business plan validation and adjustment process.

	
	Review your business plan.  Identify adjustments (if necessary) for Enrollment.  Refer to the MTF Business Plan Guidance for validation and adjustment guidelines.  IF YOUR BUSINESS PLAN IS ACCEPTABLE WITHOUT ADJUSTMENT, GO TO STEP 8.  

	Step 5:
	MTFs: Click on the “Enrollment” link to make enrollment adjustments at either the Active Duty or Total Enrollment levels only (NOT BOTH).  Provide your detailed justification of any proposed changed within the MTF Justification text box for MAJCOM review.  Click on “View Detail” button to view the bencat, gender and age group breakdown for the given fiscal year.  Click “Save” after all adjustments and justifications are completed.  Click on “?” if you need assistance with your justification.

	Step 6:
	To add Other Adjustments (if any), click on “Add new” and provide a detailed description of the same.  Click on the “?” for assistance.  Click on “Add” when complete.

Note: Provide each of your other adjustments in a separate “Other Adjustments” text box.  To do this, click on “Add new” again.  

	Step 7:
	Print page for your records before submitting.

	Step 8:
	Once all adjustments have been identified with justifications and you have printed a copy of the page for your records OR you have no adjustments, click on the “Submit” button.  This will indicate to your MAJCOM that your MTF’s FY 05-07 Business Plans validation are ready for MAJCOM review.  You will be contacted by your MAJCOM for any additional information required.  MAJCOMs will provide the rationale for any adjustment disapprovals within the Business Plan website.  ONCE SUBMITTED, MTFS MAY VIEW THEIR DATA/JUSTIFICATIONS, BUT WILL NOT HAVE THE ABILITY TO MAKE ANY FURTHER ADJUSTMENTS OR CHANGES. 

	Step 9:
	MAJCOMs:  Check website “Status” link periodically.  MTF status will reflect “Complete” when they have submitted their adjustments (if any). Review any enrollment adjustments and other adjustments made by your MTFs and click on Approve/Disapprove button as appropriate.  If you choose “Disapprove”, please provide the rationale for each of the adjustments.  Disapproval automatically unlocks the MTF’s access to their data/justifications and gives them the ability to make further changes/adjustment per MAJCOM direction.

MTFs:  Check website “Status” link periodically for adjustment approval/disapproval.  If further adjustments/changes are directed by your MAJCOM, please “Submit” again once completed.

Note: Refresh the Business Plan Web site to view the updated status. To do this, do one of the following:

· Click the Refresh icon on your Web browser toolbar.

· Click View, Refresh on your Web browser menu.

· Press F5 on your keyboard. 

	Step 10:
	Click on the “Submit” button when you have reviewed the MTF’s adjustments (if any).  This will indicate the Air Staff that your MTF’s FY 05-07 Business Plans adjustments are ready to quantify (if necessary) and/or apply to the business plan.  The Air Staff will contact the MAJCOM for any additional information required.  

Updated MTF Business Plans will be made available via the website.

Thank you for making this year’s round of AFMS Business Plans a success!
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