HOW TO CREATE A FEP ENROLLMENT

**** A Sailor will be automatically enrolled when failing any portion of the BCA or PRT (PFA), is
outside of Age Adjusted Standards (AAS), or scores a probationary on any one of the PRT events.
Commands are responsible for manually enrolling members in the program for all other Voluntary or
Involuntary reasons. ****

1. From the Home Page, type the Sailors name or DODID number in the global search bar and click “Enter”
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2. From here, you will click on the Sailor’s name:
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3. From here, click on the drop down arrow and then click “New”
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4. From here, enter the FEP Enrolment Start date, FEP Enrollment Reason from the drop down menu, then

click “Save”
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5. FEP Record is created.




HOW TO EDIT A FEP ENROLLMENT

1. From the Contact details page, click on the drop down arrow next to FEP Enrollment and click “Edit”
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2. Edit as appropriate and click “Save”
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3. Updated FEP Enrollment is saved.



