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Introduction:

Included in the Air Force Contracting web site is the Air Force on-line metrics collection pages.  Users must register before they can gain access to the Current Submissions entry screens.  The user must click on the registration link and fill in the registration form.  After registering, the user can click on Current Submissions to begin entering current metric data.

Registration:
During the registration process, users must complete the following:

· MAJCOM = parent MAJCOM of which the metric data will be enter against.

· Activity = common activity acronym under the MAJCOM

· Activity Type = primary activity type (Systems,  Spares, Base)

· Phone# = POC phone number

· Point of Contact= POC for the activity

· Email = email address for the POC

· UIC/DODAAC = UIC for the activity

· Password = create a password for the activity to log in to the metrics submission page.
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Login: 

Clicking on the Current Submissions link will prompt the user for a MAJCOM/activity and a password.  Click on Submit Authorization to request web site access.

Current Submissions: 
After logging into the metrics submission page, complete each of the following metrics data fields for the current month and submit the entry.   After submitting the data an acceptance page will confirm the submission and list any fields where a zero was entered or no entry was made.  If there is a variances greater than + or – 10% in the metrics data from the previous month the user will be required to enter comments explaining the variance before they can finish submitting the data.  Click OK to return to metrics main page.  
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Current Submission Updates: 

If updates to the current month submission are needed click on the Current Submission link to make updates.

Site (Lead POC) Submission and Activity Reviews: 

After Lead POCs have logged in, they can add/update activities by clicking on Current Submissions and selecting the activity from the dropdown list.

By selecting an activity from the list, the lead POC will be able to view an activity’s currently submitted data.  Updating an activity’s data will overwrite any data existing in the system.

Metric Business Rules:
· Activities are required to enter metric data by the 15th of each month.  

· Claimant Lead activities are required to make any necessary changes by the 20th of each month.

· No updates to the metric data will take place after the 20th of each month.

· Lead POC for a MAJCOM have the ability to add/update all activities in the MAJCOM for the current submission period.

· Variances greater than + or – 10% in the metrics data from the previous month will require an explanation.
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