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START OF CLASS 
1. Unlock all doors to the GAT Survey center.
2. Login to the slide projecting computer located in the back of the class and open the slides for the Soldiers Brief.
3. Turn the projectors on by pressing the “standby/on” button once, located on the bottom of the projector (to the left of the other buttons). Press twice to shut projector off.   
4. At the computer to the right of the slide projecting computer, login to AKO White pages (See AKO WHITE PAGES SOP)
5. Prior to arrival at the GAT survey center the unit needs to be contacted and informed of several things needed to facilitate the Soldiers in taking the GAT. The unit also needs to be informed of the procedures for bringing the Soldiers into the GAT facility.
6. The unit should be advised to print off the Soldiers ERB (especially for the National Guard and Reserve Soldiers since it could also be the date they signed their contract). The ERB allows the private to access the correct Pay Entry Basic Date (PEBD) while contacting AKO to reset their password or create an AKO account if it has not been done.
7. The pick up or fill numbers for the unit are needed for tracking purposes. This includes but is not limited to holdovers, sick call, medical quarters and appointment soldiers who did not arrive with the rest of the unit.
8. The Soldiers are staged in the rear of the building and will enter and exit through the rear door. (Across from the facilitator’s office) 
9. No weapons or water sources will enter the building. Soldiers can fill up there water sources from the latrine if the unit didn’t bring a water source for the Soldiers.  
10. The unit needs to separate the Soldiers prior to entering the building.
The first group to enter the facility is those who have a problem with AKO usernames and/or AKO Passwords, also the Soldiers who don’t believe they have an AKO account. These Soldiers take longer and need the greatest amount of time and effort, so it is best to bring them in first.
11.  After the GAT rules and the Basic GAT brief, ask the Soldiers by having them raise their hands, “Who does NOT know their AKO username?” 
Have them stand up and form a line in the back of the class. (The Soldiers assisting you will look up their AKO usernames) 
12. Once they have begun to line up, ask the Soldiers by having them raise their hands, “Who at this time does NOT know their AKO Passwords?”
It is the Facilitators choice, but what has been found to work best is if there are less than ten Soldiers, you can have them stand up and get in line to use the phone to reset their password. 
If there are more than ten Soldiers, instruct them to wait and you will brief them on the AKO procedures to reset their passwords after you assist everyone else with the login attempt. They are referred to as group two while briefing the Soldiers. Group two includes those Soldiers whom are still unable to login and have a problem with their AKO password.
While the Soldiers are getting into line against the back wall you will need to brief them on several things to make the process go as smoothly as possible. 
A. You’ll be standing facing the wall (looking at the server closet) at parade rest.
B. You won’t write against the walls, use your battle buddy’s back or your knee while writing.
C. Brief the Soldiers on what a PEBD is.
D. Once you receive your password pass the phone to the next Soldier waiting.
E. Wait at the double poles to be seated by a facilitator. Soldiers will not go back to their previous seat.
SCHEDULING
1.  Each Battalion schedules their survey dates with the GAT facility at their initial “Lock in.”  Lock in is done by each Battalion before their new cycle begins.  This takes place at BLD 7533.  It is officially called “Post Scheduling,” but is almost always referred to as the “rainbow room.” The POCs for the GAT at post scheduling are:  Mr Robert Landrum, Mr Herman Dozier, or Mr James Graves.  They can be reached at EXT 751-7586.  Every attempt should be made to attend every Battalion Lock in.  Post scheduling will have the Battalion’s Lock in date and available for view.  Each time you attend Lock in, you will brief any changes to the GAT survey, expectations or changes made by the Commanding General, or any new information that will allow the Battalion to prepare themselves for attending the GAT.  
2.  Once the Battalion has “Locked in” they are added to RFMSS by the Post scheduler’s.  RFMSS is a website used by each battalion to schedule specific training.  RFMSS is an acronym for:  Range Facility Management Support System.  The GAT facility is listed in RFMSS, and our account is used to track each Battalion scheduled GAT survey date.  To log in and check RFMSS, the following process is used:
	Go to the RFMSS website located at:  https://rfmss.belvoir.army.mil
	You will be directed to the RFMSS main page.  You will select “TRADOC Sites” located at the left side of the screen.  
	The next screen will prompt you to choose a site.  You will select:  Fort Jackson – v2.03.3.47 
	The following screen will ask you to enter your LOGIN ID and Password.  
	At this time you will now enter the “RFMSS support system 2002.”  You will need to click on “Review Requests” on the left side of the screen.  
	You will arrive at the “Review Requests” screen.  Using the drop down box labeled “Facility,” you will scroll down until you find the word “GAT.” 
	You will then select the gray box that says “Filter Requests.”  
	You will arrive at the GAT survey Lock in schedule for each Battalion.   You should scroll down this listing and check the entire listing.  There will be some occasions where a Battalion has double booked, or added a time change.  It may be listed at the bottom of the listing, even though the scheduling is for the following day.  
3.   After you have received the RFMSS report, you will write the Battalion’s proposed schedule date on the GAT schedule.  This is hung on wall in the GAT Facilitators office.  It is a wipe board, broken down into calendar months.  You will write the Battalion’s schedule date on the calendar date.  You will write in the Company, Battalion, and if they are scheduled in the morning or afternoon.  For example:  D 234 A means that Delta company, 234th Battalion will be at the facility at 0800.  F 234 P means that Fox Company 234th Battalion will be at the facility at 1300.  
4.  The day before the company is due to arrive; a courtesy call should be placed to the 1SG to remind him of their time slot.  This will also allow you to remind him of what equipment should not be brought into the facility. (See Start of Class SOP).



RESCHEDULING
1. If a company needs to change their scheduled GAT date, they must contact Post Scheduling at 751-7586.  The GAT facility cannot change any time slots.
2.  Some companies will not get 100% of their Soldiers to the facility, or have a group of Soldiers who cannot establish an account or get a password reset.  They may need to return to the facility.  For these few Soldiers (not the entire company), check the GAT schedule to see what would be the best date and time for them to come.  Also ensure that that Drill SGT POC has the GAT phone numbers in case they need to call back to reschedule.  
BRIEFING GAT SLIDES
1.  Projectors will be turned on before the Soldiers enter the facility.  This will be at the initial arrival of the Drill SGTs/1SG/or other senior leader.  
2.  Slides will be projected form facilitator’s desktop computer in the rear of the briefing room.  A Soldier should be used to flip slides as the facilitator is speaking.  
3.  Slides should be studied and understood before facilitator’s initial briefing.  
4.  Slides broken down as follows:
	GAT Rules
	Basic GAT Brief
	Login attempt 1
	Access Denial/Login attempt 2
	Inside the GAT Survey
	Attempt to reset password thru AKO
	Attempt to establish/verify AKO account
	Survey final slides
	Logout
5.  It is important to speak with the 1SG or senior leaders in the company and assess what specific needs that company may have.  
6.  Depending on each company’s specific needs, some AKO/password reset slides may not need to be briefed.
AKO WHITE PAGES 
At the computer located to the right of the slide projecting computer, you will need to have the Soldier assisting you login to AKO.  They will be pulling up the AKO White Pages on this computer to assist those Soldiers that don’t know their AKO username.
1. Open AKO main login screen and select “I Accept”.  
2. Enter “Username” and “Password” into Login to AKO/DKO section. 
3. When logging in to AKO without your CAC you will need to answer three security questions. Select your answers to the questions using the drop down arrow for all three then “Submit”.  
4. The screen should now be on your main page to AKO. In the upper right of the page with the rest of the link buttons select “People” shown with a book between “Video” and “Help”. 
5. You are now in AKO White Pages. 
	A. Line one; enter the Soldiers last name to the right of “Last Name” and “is equal to”. 
NOTE: if the Soldiers name is hyphenated or is two last names together you can change “is equal to” to “begins with”. If the account isn’t found ask the PVT for previous maiden or married names that they could have been known as.
	B. Line two; enter the Soldiers first name to the right of “First Name” and “is equal to”. 
NOTE: if the Soldier has a unique first name the recruiter may have miss-spelled it while setting up the account, you can also change “is equal to” to “begins with” to check for this Soldiers account.
	C. Lastly, select the “Find” box. 
6. When encountering a common name or if there is more than one person listed by this name you must do the following.
	A. First, organize by middle name by selecting “Middle”. 
	B.  Once middle names are organized at the bottom and top of the listed names use the arrows to find the Soldiers middle name. 
	C. The Soldier’s middle name has been located using the arrows you might have only one or several with that middle name. 
	D. Follow the middle name over to the left and check the rank column. Find the Soldiers rank. 
NOTE: It is SPC, PFC, PV2 or PV1 for the Soldiers. They might also be wearing higher but when the recruiter created their account they could be set as a lower rank. It is not an issue and will be updated later.
	E. If still unsure of the Soldiers account. Scroll the mouse over the username or select “view” on the far right of the listed name. This will show the account data. Check the State, area code and/or National Guard or Reserve unit listed. This address is more than likely NOT their address but possibly the recruiting station or the BCT unit’s address it can be changed later. 
	F. If this has resulted in finding the Soldier listed in AKO White Pages the username is the far left line in blue text.  Have the Soldier write down this username as you read it to them. 
	EXAMPLE: “john.patrick.smith1” insure they have the periods/dots, as well as numbers if required with no spacing. Again, @us.army.mil is not part of the username.
7. If you are still unable to find a Soldier’s account they might not have one set up. See CREATING AN AKO ACCOUNT. 

CREATING AN AKO ACCOUNT
After checking AKO White Pages (See AKO WHITE PAGES), if the SOLDIER doesn’t have an account do the following:
1. Seat the Soldier at an easily accessible desk in the rear of the room.
2. The Soldier will then need to access AKO.
3. Enter into AKO by selecting “I Accept”. 
4. Select “Register without a CAC” under the New User Section, located at the top and center of the login page. 
5. “Account Registration” page will come up, Soldier enters SSN and selects next. 
6. If “Account Registration” page pops up stating, “An account already exists with this Social Security Number. If you believe this is a mistake, please contact the Help Desk by clicking on the ‘Help’ link at the top of this page.”  
A. This means the Soldier DOES have an AKO account. Get them on the phone with the AKO Help Desk to reset their password and have them verify their username with the operator since it wasn’t found on AKO White pages. (See AKO PHONE PROCEDURES)
7. Soldier’s without accounts: The next screen will be “Date Verification”.  Asking for their “Birth Date” and “Pay Entry Basic Date” have the soldier fill in the required information in the format “M/D/YYYY” and select “Next” Check to insure the Soldier has the back slash ( / ) as well as the four digit year YYYY (2010). (Slide 5) 
NOTE:  Soldiers commonly have problems with their Pay Entry Basic Date. The PEBD is generally the date they left home to arrive at basic training. For National Guard and Reserve Soldiers the PEBD could also be the day they signed their contract joining the US Army.  Have the Soldier attempt a range of dates because it might a few days off the original estimated PEBD by the recruiter. 
EXAMPLE: if their PEBD was 6/20/2010 have them try down; 6/19/2010, 6/18/2010, 6/17/2010, 6/16/2010, as well as up 6/21/2010, 6/22/2010, 6/23/2010, 6/24/2010.
	8. The next page is “Account Registration”. The SOLDIER is not required to enter any information. Select “Next”. 
9. The following page: “Account Registration” requiring “External Email”.  The Soldier will need to enter an external email address. The external email can be anything (@yahoo.com, @gmail.com, @hotmail.com) other than an AKO email address (@us.army.mil). Enter the address first in “External Email Address”, then in the second block “Confirm External Email Address”, and last select “Next”. 
	NOTE: If the Soldier doesn’t have an external email address you’ll need to allow the Soldier to set one up using one of the five computers in the back of the room that can access external email.
10. Page two of “Account Registration” is “Organization Information”. Line one enter the Soldier’s basic training unit (Bravo Company 2 13th).  Line two “Organization Address” the Soldier will re-enter the basic training unit, same as line one. Have the Soldier skip to line three “Contact Information”. The Soldier will update their AKO account when they get to a permanent duty station you don’t need City, State, Zip Code, DSN Number or Fax Number. Line three “Contact Information” is the Soldier’s cell phone number, home phone or a phone number that they can be contacted by. Lastly, select “Next”. 
11. Page three of “Account Registration” is “Set Your Password” at this page the Soldier will create an AKO password. Line one “Password” have the Soldier enter a password and then re-enter it into line two “Confirm Password”. Remind the Soldier to write the password down for future reference.  Once complete the Soldier will select “Next”. 
	NOTE: the passwords have certain requirements:
		*It must be at least 10 characters
		*It must contain 2 special characters:!@#$%^&*_-+=\
		*It must contain at least 2 numbers
		* It must contain at least 2 uppercase letters
		*It must contain at least 2 lowercase letters
		*It IS case sensitive
12. Page four of “Account Registration” is the “Password Questions” These will be used to authenticate them later if they lose their password or are unable to log in. Insure the Soldier also writes these down and they are also case sensitive, in line one select your questions by using the arrow down on the right of the block. For lines two “Answer 1”and three ‘’Confirm Answer 1’’enter the answer to your selected question this section.  NOTE: it is case sensitive and must be typed exactly the same. Once you have repeated these steps for all three questions the Soldier then selects “Complete Registration”. 
13. The final page of “Account Registration” is the confirmation page. Once the Soldier is on this page have them write down their username.  Then close out of AKO completely.

AKO accounts generally take 15-20 minutes to setup. Have the Soldier log in every two to three minutes to the GAT Survey until access is granted verifying account completion. 
NOTE: “Sponsor Name” Some Soldiers are required to have a sponsor create their account. Have them enter your AKO user name in this block. You will then need to log into AKO and check you webmail. Follow the instructions in this email. The SOLDIERs AKO account will not be complete until you log in and verify.



UNIT PROCEDURES FOR GLOBAL ASSESSMENT TOOL (GAT)
Prior to attending the GAT, Soldiers’ Username/Password should be acquired and they should have already logged onto AKO. In order for the Global Assessment Tool Survey to be seamless and fluid, units should ensure the following steps are followed.  
· Have accurate count of Soldiers who will participate in the survey.  Unit status sheet will be provided to unit representative.
· Place Soldiers who do not have Username/Password/PEBD (Pay Entry Basic Date) in front of line. Once Soldiers are seated and briefing given, they will proceed to the GAT survey.
GAT FACILITATORS AREAS OF ASSISTENCE
· Soldiers unable to log onto the survey but know their username and have an external email account i.e. (Gmail, Yahoo, MSN, AOL) will be able to reset password on a separate kiosk through AKO.
· Soldiers without external email accounts will have to speak with an AKO operator to reset their passwords. 
· Soldiers without an AKO account can have an account created at the GAT
· Soldiers whose sponsor never approved their account can change sponsor at the GAT with assistance from the GAT Facilitator.
·  Identify two Soldiers who have completed the GAT to record names/issues of Soldiers unable to log onto http://www.sft.army.mil. Units are provided with their company stats before departing GAT building.

Once units have completed the GAT survey, Soldiers are required to push their chair under the desk, clean kiosk glass, police classroom and latrines. Units are then provided with a roll of their company’s results from the GAT.
BUILDING WORK ORDER REQUESTS
1. Work order request should be made any time there is a maintenance problem with the facility. Regular/routine work orders can be called into the Department of Public Works (DPW) at  751-7684. EMERGENCY/AFTER HOUR work orders are also placed at phone number : 751-7684. However, after duty hours the number is automatically forwarded to the Installation Operations Center. They will place the work order at that time. A facilitator should remain at the BLDG until the work order request is filled.
2. All work order requests should be recorded on the GAT Work Order Tracker.  This tracker should be forwarded to Mrs Margaret Good and Mr Jeffery Blackwell via e mail as it is updated.
3. Large work order requests, to include; building of any outside structures or signage should be addressed to STG Akins at 751-5095. She will place the work order for you. Ensure that you receive a work order number from her and follow up with progress.
4. Any computer based work order should be placed to the Network Enterprise Center (NEC) they can be reached at 751-3646. If the electrical closet needs to be opened for any reason you will also call the NEC Supervisor at 751-3646.

GAT WEBSITE WORK ORDERS
1. If the GAT website is down, then the soldiers cannot take the survey. A work order request should be submitted to the Comprehensive Soldier Fitness. That phone number is 202-580-5212. They will respond with a trouble ticket number. The website may post a note that states the site is experiencing technical difficulties.

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]SUPPLY REQUESTS

1. Supply inventory should be made at least monthly. You should keep track of what supplies you will need in the future and if any inventory is running low. Quarterly supply requests will be forwarded to Jeff Blackwell via e mail. You may reach him by phone at 751-6010.
2. Include the product number with your requests. Most supply orders will be made from LCI Industries 20 11 Base Supply Catalog.
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