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CHAPTER 1 – ADMINISTRATIVE 
1. General:

a. There are three command levels, State, Operational Command (OC) and Intermediate Command (IC). Individuals with a
command level access will have several other functions active or visible to them on the AFMIS site depending on their access 
level.   

1) The State level operations sets up the Operational Commands,  Billing Accounts, Recipes,  Menus and all the function of
the Operational Command. 

2) The function of the Operational Command (OC) is to set up units that will be requesting subsistence through AFMIS,
manage those units and their subsistence request.  

3) Intermediate Command (IC) has only visibility capabilities with no input in
AFMIS. 

b. Multiple unit and Command level users need to remember to change their unit or
user level, which is located under the MAIN MENU link at the top right of the MAIN 
MENU. 

c. This SOP provides a step by step process for setting up and operating AFMIS,
comments and questions should be directed to Eric Clyne NGNE G4-Log 
eric.clyne@us.army.mil. 

d. The AFMIS Help Desk can be reached at (804) 734-1051.

2. Billing Accounts:   Billing accounts are unique combination of a Bill to DODAAC,
APC and Fiscal Station Number (FSN) that identifies funds used to procure subsistence 
(AT, IDT etc..). 

a. Creating a Billing Account.

1) From the Main Menu click on Account Maintenance under
Customer/Account Maintenance. 

2) Click on Create

3) Select RESERVE (RPA) from the Account Type Drop down menu.

4) Enter Account Name: (AT, IDT, OCO-AT, OCO-IDT)
that will identify the APC to be used for billing. 

(a) AT – Annual Training 

(b) IDT – Inactive Duty Training 

(c) OCO-AT 

(d) OCO-IDT 

(e) SAD – State Active Duty 

(f) T-10 – Title 10 

5) Bill to DODAAC, enter your State six character DODAAC.

6) Account Processing Code (APC): Enter the four character code for the APC being created.

(a) WE3R – IDT

(b) WE3W – Annual Training

7) Fiscal Station Number (FSN):  The FSN is a 6 digit code identifying the State fiscal station.

8) Reimbursable check box is not used.

9) Click Save and Return to save your data and return to the account list screen.  (Note:  Once accounts have been saved
to the system the user cannot delete them. 

mailto:eric.clyne@us.army.mil


b. Edit a billing account.

1) From the Account Maintenance screen, enter
a search value and click on search. You can also 
click on search without a sear value which will 
bring up all billing accounts that have been entered. 

2) Locate the billing account you would like to
edit and click on the pencil  to the left of the 
account name. 

3) Make corrections to the billing account and click on Save and Return.

c. Printing Account List.  From the Account Maintenance screen, click on the
Print List to view the Account List Report. 

3. Operational Command (OC):  Units are associated with OC therefore OC’s must
be set up prior to setting up using units. OC Commands can be established to manage 
inactive or deployed UICs.   State Food Program Managers will have STATE HQ access 
and OC level roles in order to approve and process subsistence request. No more then 
two OCs should be used, an Active OC and an Inactive OC 

a. Creating an Operational Command.  The Operational Command will be the
State Food Program Manager.   (Note an Operational Command is not an 
individual but a section or office.  Users will be granted user roles to have 
operational command.) 

1) From the Main Menu click on the Command Maintenance under System
Management then click on Operational Command 
Maintenance. 

2) Click on Create to set up an OC.

3) Enter the Name of the Operational Command
followed by “(OC)” to designate as an OC. 

4) Enter the time zone the OC operates in.

5) Enter the POC information.

6) Click on Save and Return.  Users still need to be
assigned to the OC by setting the user roles. 

b. An OC can be created to transfer units that are deployed or inactivated in order to better manage them.

c. Edit an Operational Command (OC)

1) From the Main Menu click on the Command Maintenance under System Management then click on Operational
Command Maintenance. 

2) Enter the OC in the Search field and click on the SEARCH
button.  If you leave the search field blank and click the 
SEARCH it will bring up all records. 

3) Click on the pencil icon  to the left of the OC you are 
going to edit or delete. 

4) Update the OC information and click on SAVE or click on the DELETE
button to remove the OC. 

4. Setting Up Units.  Units are associated with OC therefore OC’s must be set up prior
to setting up using units. 

a. Creating a Using Unit.  You must be at OC or State level to create a using unit.
(NOTE you must have the unit’s OC established before you can set up a using unit.) 

1) Before creating a using unit a Command Structure needs to be established to
help in building and managing the user structure of AFMIS See Enclosure 1 of 
this SOP for an Example. 

2) From the Main Menu click on CUSTOMER MAINTENANCE under Customer / Account Maintenance.



3) Click on Reserve Unit located at the
top left of the screen. 

4) Customer Details TAB.

(a) Enter the units UIC (Once this is record is saved you CANNOT change the UIC you can change the name and other
information but the UIC is
locked).  The UIC must be 6
characters long.

(b) Leave the Direct Delivery
unchecked and the Delivery
Location blank.

(c) Enter the name of the unit
followed by the unit’s
DODACC.

(d) If the unit has a Food
Service Section and can cook,
enter “(CC)” otherwise enter
(CM) “catered meal” following
the DODAAC.

Example:   43rd Aviation BN (W90HBU) (CC).  or 43rd Aviation BN (W90HBU) (CM). 

(e) Enter the POC information. 

(f) Locale. 

(1) For towns that have only one armory enter the first 6 characters of the name of the town.  If the town’s name is 
less than six characters fill the rest of the LOCALE name with “x”. 

EXAMPLES: 
DENVER – Denver. 
NORTHP – North Platte. 
ONGXXX – Ong. 

(2) For towns that have more than one armory, enter the first six characters of the armory name.  If the armory 
name is less than six characters fill the rest of the LOCALE name with ‘x’. 

EXAMPLES: 
NORCXX – North Omaha Readiness. 
MERCYX – Mercy Road Armory. 
PENTER – Penterman Armory. 
SPIRIT – Spirit of 76 Armory. 
GTSXXX – GTS Training Site,  

(g) Can Cook.  Check the can cook box if the unit has a mess section.  Catering only units, leave blank. 

(h) Parent App Auth:  Select the OC command for this unit.  

(i) Time Zone:  Select the time zone for the unit from the drop down menu.  Click on SAVE button. 



5) Accounts TAB:  All units need to be tied to types of billing accounts they will be using to request subsistence, click on
the Accounts Tab.  

(a) All units will have the following accounts 
assigned to them. 

(1) IDT (Default) 

(2) AT 

(b) Units that have been source and have been 
authorized additional training dates to prepare 
for their deployment will use the following 
codes once they have expended their 48 IDT 
days and / or 15 AT mandays. 

(1) OCO-IDT 

(2) OCO-AT 

(3) OCO-TD 

(4) OCO-Title 10 

(c) If the required accounts are not listed. 

(1) Click on the Add Accounts button located at the bottom left. 

(2) Locate the account and click on the green arrow to the left of the account to add the account for this unit. 
(It’s not real fast so give it a chance).  If the account is not there you will need to refer to Para 2 above to add the 
billing accounts. 

(d) Click on SAVE & RETURN to save your data, or click on CANCEL. 

6) Once you have entered all required data for the unit you can save the data by clicking on the SAVE or SAVE &
RETURN button.  You will be required to confirm the customer type.  Select the Reserve Unit from the drop down list, Click 
in the UIC and reenter the User Unit’s UIC to verify it then click on CONFIRM button.   REMEMBER; once you confirm 
this entry you CANNOT change 
the UIC for this unit.  If you re-
enter the UIC incorrectly you will 
receive a warning notice. 

b. Editing or Deleting a Using Unit.
You cannot edit the UIC once it has 
been saved to the database.  In order to 
edit the UIC or delete the UIC you 
must click on the INACTIVE? Box, 
and create a new Using Unit.  
Inactivated or deployed units can be transferred to an OC that is created to manage deployed or inactivated units. 

1) Click on “Customer Maintenance” under Customer/Account Maintenance section.

2) Conducting a search without
any search values will display all 
units that fall under the OC. 

3) Click on the edit icon to
the left of the unit that requires 
editing. You can edit everything 
but the UIC.  If you require a 
UIC change you need to inactive 
the current unit and re-enter the 
unit using the new UIC. 

4) Unit’s can change from
cooking to catered meal type units.  

5) Rear detachment units of deployed units can retain the primary unit’s UIC or the AA UIC can be transferred to a
Inactive/deployed OC.  Rear Dets might change from cooking to a catered unit due to a mobilization.  Un-check the “Can 
Cook” under Customer Maintenance. 



5. Intermediate Command (IC):  Intermediate Commands (IC) belong to a specific Operational command and can be set up by an
OC.  The IC can view transactions pertaining to units assigned to that IC for command and control purposes.  There is no edit 
capability at the IC level.  Individual units do not have to be assigned to an IC if one does not exist.  Units must be established prior to 
creating ICs. 

a. Creating an Intermediate Command (IC)

1) At the Main Menu select the user level by clicking on the drop down menu
located at the top right of the screen. 

2) Click on Command Maintenance under System Management.

3) Click on Intermediate Command Maintenance.  (If you are a State Level
User you will be asked to select an OC this IC will be assigned to.  Select the OC 
and select Continue). 

4) Click on Create and enter the name of the MSC that
will be assigned to the OC (this is an organization not an 
individual), enter “(IC)” at the end of the MSC name to 
designate it as an IC.   
        Example:  92nd MSC (IC) 

5) Complete the contact information.

6) Unit’s that do not have a IC
assigned for this OC will be listed to 
the right, select the unit(s) that will be 
assigned to the IC,  

7) Users still need to be assigned to
the IC by setting the user roles.  Click 
on Save & Return. 

b. Editing an Intermediate Command (IC).

1) At the Main Menu select the user
level by clicking on the drop down 
menu located at the top right of the 
screen. 

2) Click on Command Maintenance under System Management.

3) Click on Intermediate Command Maintenance.  (If you are a State Level User you will be asked to select an OC this
IC will be assigned to.  Select the OC and select Continue) 

4) Enter the name of the IC in the Search field
and click on SEARCH.  If you leave the search 
field blank and click on the SEARCH button all 
ICs will be displayed. 

5) Click on the pencil icon  to the left of 
the IC. 

6) Update the IC information and click on
SAVE. 

c. Transferring units between IC.  Following the
same procedure for editing an IC (para above) when 
you uncheck a unit assignment for the IC that will open the unit to be reassigned to a new IC.  To reassign the unit to a new IC 
refer to para above.   

d. Deleting an Intermediate Command (IC).  An IC cannot be deleted if it has units assigned to it.  You must first un-assign the
unit(s) prior to deleting the IC.  If you attempt to delete the IC before removing the units assigned to the IC you will receive an 
error message. 



6. Transferring a Unit to Another OC.

a. From the MAIN MENU click on
Command Maintenance under System 
Management then click on Unit 
Transfers. 

b. Select the OC the unit currently
belongs to then click on Continue>>. 

c. Select the receiving OC from the
dropdown menu.  If the OC is not 
present you will need to refer to para 3a 
above to create the OC. 

d. Enter the effective date (date must
be in the future).  If you attempt to 
enter the current date or a date in the 
past you will receive an error message. 

e. Select the unit(s) to be transferred to the new OC then click on the Transfer button.
Prior to the date of the transfer you have the option to cancel the transfer by clicking on 
the red . 

7. Creating Users and User Roles for OC. (State level required)

a. Click on User Maintenance under System Management and click on
the Create button to add. 



b. Login ID is the users AKO login ID without
the @us.army.mil. 

c. Enter the First name and Last name.

d. Display Name is an override of the user’s
name.  Enter the individuals Rank, First and Last 
Name in the Override Name. 

e. Enter phone number.

f. Enter e-mail address.

g. In order to save the user, at a minimum a
primary role must be set.  Click on the ADD 
ROLES button located at the bottom right of the 
page. 

h. Enter the name of the OC in the Unit Name
data field.  You do not have to enter the entire 
filed to conduct a search.   

i. Select the OC that is
to be assigned to the user 
and click the NEXT 
button.  If there are no 
units selected you will 
receive an error message 
letting you know you need 
to select at least one unit. 

j. Click on ADD
ROLES 

k. Select the Default
Role which will be the 
primary unit that will default to when they login to AFMIS. 

l. The roles have been assigned but
have not been saved yet.  Click on 
either SAVE or Save & Return button. 



8. Creating Users Roles for ICs.

a. Create the User as noted above and click
on ADD ROLES. 

b. Under part of the OC title in the Parent
Organization data field, this will list all of the 
IC and units. 

c. Select the ICs required by the users.
These selections will be highlighted. 

d. Click on the NEXT button.

e. The roles need to be verified by selecting
the ICs to be assigned to the user and then 
clicking on the ADD ROLES button. 

f. If there are more than one IC, select the
default role on the rights side of the IC.  If you 
do not select a default an error message will be 
displayed. 

g. The roles will not
be saved until you click 
on the SAVE or SAVE 
& RETURN button 
located at the top right 
of the screen. 



9. BDFA.  The Basic Daily Food Allowance (BDFA) is the amount of money
allocated to feed one Soldier for one day.  The total BDFA value is based on meal 
percentages covered in the next paragraph.   If you change the BDFA value during 
the accounting month, the account status and earnings and expenditures will be 
updated automatically to reflect the new BDFA values for the month.  You do not 
have to enter the BDFA for the next month if the BDFA does not change for that 
month. 

a. Updating BDFA.

1) Click on BDFA Maintenance located under
Customer/Account Maintenance. 

2) Enter the current month BDFA.  You do not have to enter
the next month BDFA if it does not change from the current 
BDFA. 

3) Click on the Save or Save & Return to update the BDFA and continue.

b. Meal Percent Detail.  The meal percentages are established to determine the BDFA breakdown for the individual meals
served at a dining facility.  The percentages can only be updated by Fort Lee personnel. 

10. Meal Rates.  Meal rates are entered at the DA, Reserve and NGB levels
as directed by the DOD Comptroller’s Office.  Meal rates are normally 
updated on a Calendar or Fiscal year basis. 

a. Click on the MEAL RATES button under the Headcount / Cash
Collection section located on the bottom left of the screen. 

b. From the Meal Rates Maintenance screen you can:

1) View Meal Rates, current and past rates.

2) Enter new Meal Rates.

c. Click on the Enter New Meal Rates link.

d. To enter a new meal rate.

1) Enter the Effective Date the meal rates take effect.

2) Update the Discount and Standard meal rates.  The operating expense is
calculated by the system. 

e. Click on one of the SAVE buttons and return to the Main Menu.

f. Deleting a meal rate can
be accomplished for future 
meal rates only.   

1) To delete a meal rate,
open the Meal Rates 
Maintenance screen and 
click on the View Meal 
Rates link. 

2) Select the meal rates
to be deleted by selecting the 
Effective Date.  Remember you 
can only delete future meal rates. 

3) Click on the DELETE
button. 



11. Recipe Costing.  The Recipe Costing process will update all of the recipe costs (Base cost and Cost with Condiments) in the 
recipe service at one time.  This process may take several minutes to execute and should only be run semi annually.  The process will 
confirm the update and create two reports 

a. Recipes with Unavailable Items. 

b. Recipe Cost which Exceed Limits. 

12. Vendor / Contract Maintenance.  Local Purchase Vendors can be created however, all items are tagged as local purchase and 
suppliers are identified by the user, it is not recommended and will not be covered in this SOP.     

 



CHAPTER 2 – ITEM MAINTENANCE (GROCERY ITEMS) 
1. Menus, Recipes and Grocery Items.   Managing the Menus and Recipes in AFMIS is fairly simple once you understand the
relationship between the grocery item, recipes and menu.   Menus are filled with recipes; recipes are made up of grocery items and 
instructions; grocery items are set up by unit of issue/pack.   

2. Building a Local Purchase TIIN Register.  A local TIIN register will need to be established in order to add grocery items to
AFMIS.  The TIIN Register helps in creating the TIIN/NSN numbers for the grocery Items. 

a. Each grocery items must have a National Stock Number (NSN) 1234-56-789-0123.  NSNs will need to be created in order to
add items to AFMIS. The NSN is comprised of three parts 

1) Stock Class is identified by the first
four number of the NSN. 

(a) 8905 – Meats Fish, Poultry. 

(b) 8910 – Dairy. 

(c) 8915 – Starch, Fruits and Veg. 

(d) 8920 – Dry Goods. 

(e) 8925 – Baking Goods. 

(f) 8930 – Jam, Jelly, Peanut Butter. 

(g) 8935 – Soups. 

(h) 8940 – Can and Frozen Entries. 

(i) 8945 – Oils, Dressings 

(j) 8950 – Spices and Condiments. 

(k) 8955 – Hot Beverages. 

(l) 8960 – Cold Beverages 

(m) 8970 – Composite Food Packages, 
Operational Rations. 

2) Country Code is located in positions 5 and 6 of the NSN.  This will be either 00 or 01.

3) TIIN number is located in positions 7 through 13 or the last 7 positions of the items National Stock Number (NSN).  The
TIIN number MUST be a unique number. 

(a) The first position (position 7) of the TIIN should be the number “1”.  Other numbers could be used to help filter 
different types of grocery items. 

(b) Local purchase grocery items require position 8 and or 9 be alpha characters, enter the two digit State code.  This is 
very helpful when searching grocery items when building a recipe. 

(c) Item number is the last four of the 
TIIN, which is a continues item number. 

3. Item Maintenance (Grocery Items).  Grocery
items will be set up as individual packed items unless 
a TISA or COOP is established to support unit’s 
request.  Some grocery Items set up for STORES 
operations may need to be edited to remove CASE 
Packs. 

a. Grocery Items.  Click on the Item
Maintenance link under Vendors & Items. 



b. Before adding an item first check to see if the items are already entered into AFMIS.  Conduct a search for the item by
changing the “Search By” to Item Name, unless you know the TIIN or NSN, enter a key word to search for (AFMIS searches for 
exact matches). 

EXAMPLE:  Searching for an item that is in AFMIS as “Icing, Canned” conducting a search for “Canned 
Icing” will result in the item not being found.   If the search is for “Canned” or “Icing” AFMIS will find 
the item. 

c. If the item is not in AFMIS, click on
the LOCAL PURCHASE button to add 
the new item. 

d. Select the Department of the grocery
items, such as Dairy, Meat, Bakery… 

e. Using the Local Purchase TIIN
Register enter the new item to the register 
and then enter the NSN into AFMIS. 

f. Check the Perishable box if the item is
perishable. 

g. Intensive Mgmt Code designates items that
may be high dollar items.  All items in the 8905 
FSC (Meat) should be coded as Intensive 
Management Candidates.   

h. Item Name.  Enter the description of the grocery item to include the package information such as 2 oz bottle, or 1 dz, or lb.
The package information makes it easier when setting the Weight Conversion Factor (WCF) 

i. Item History.

1) UPK Qty.  The Unit Pack Qty should be “1”.  This is referring to the number of packages or containers in a UPK or
Case.  Since we do not purchase cases this should be “1”. 

2) UI.  Unit of Issue. BX, PG, DZ, BT, EA, DZ, OZ, etc…

3) UPK is the package the item is in EA, BX, PG...  This filed should not be a case but the individual package.

4) Price.  Enter the price of the grocery item.  The price with the UI is what the system uses to calculate inventory cost and
expenditures. 

j. Recipe Conversion Factors.  The Recipe Conversion Factor is the most confusing part of the Grocery Item.  The Weight
(Conversation Weight Factor - CWF) and Count (Conversation Factor Count – CFC) are based on the package weight or counts, 
only one of the two items are required.  TM 10-412 administrative instructions provide additional conversion information. 

1) Weight is calculated on the weight of the packaged to a pound.  If a packaged item is 2 oz or 1/8th of a pound, the CWF
would be 1/8 of a pound or .125,  If a packaged items is 2.25 lbs the CWF would be 2.25. (UPK Qty = 1, UI = lb, oz, UPK = 
pg, lb, ea..)   



2) Liquids are calculated based on a gallon or 128 ounces.  The CWF would be the number of ounces divided by 128.  Os if
the recipe requires 1 cup or 8 oz, the CWF would be  8/128 = .0625.  If the recipe required 1 qt and 1 cup the CWF would be 
(32oz + 8 oz)/128oz = .3125. 

3) Count is calculated on the number of items in the packages such as a package of cookies that contained 16 cookies, the
CCF would be 16 (UPK Qty would be 1 UI = Pg UPK = PG or EA). 

k. Item Usage Report.  The Item Usage Report identifies what recipes the item is used in and what menu the item belongs to.

l. View Item History.  The View Item History report show the changes made to the item, UPK Qty, UI, UPK, Unit Price and
the date the change was effective. 



CHAPTER 3 – RECIPES 
1. Recipe. The Recipe Maintenance area is where the State Food Program Manager (FPM) will maintain the recipe service for the
State.  The recipe adds items to the Production Schedule; Develops Kitchen Requisitions in the proper quintiles and a means to add 
additional items to the grocery 
support form; Maintains 
conversion factors for both 
weight and count.  The 
conversion factors will 
determine how accurate the 
orders and kitchen requisitions 
will be.  

2. Recipe Maintenance. To
edit or create a receipt, click on 
the “Recipe Maintenance” link 
on the top left side of the Main 
Menu page.    

a. Before you create a recipe, you
should conduct a search for the 
recipe using Recipe Number/Name, 
Recipe Number or Recipe Name.   

b. Entering a key word for Recipe
Number/Name or Recipe Name will 
result in AFMIS displaying all 
matches for the search criteria.  
Searching for “APPLES” will result 
in a different result if a search for 
“APPLE” is conducted. 

c. Recipe Number view will display all recipes meeting the search criteria as entered from left to right.   If you find a recipe that

is very similar to a new recipe or you want to make a variation of the recipe then click on the copy icon , update the Recipe 
information.  The Recipe number will be the next number in the increment (last two digits of the Recipe Number).  To identify the 
next variation number, conduct a search using the first 4 of the receipt.  If you search for Apple Crisp J001 you will find two 
additional versions of the recipe, the next version would then be 03 and the recipe number would be J00103.   

3. Create Recipe.  From the Recipe Maintenance click on the CREATE button.

a. Recipes are created in three sections:

1) Recipe Details contains the general
information for the recipe. 

2) Recipe Ingredients contain the list and
items that will be purchased and items that 
are not purchased. 

3) Recipe Instruction provides the detailed instructions to Food Service Personnel.

b. Recipe Type.  There are two types
of recipe types.  To create a recipe, 
select Prepared Recipe.  The types are: 

1) Recipe Guidance.  Recipe
guidance provides the ability to add 
instructions or production SOPs to 
AFMIS. 

2) Prepared Recipe.  Prepared
Recipe is where the recipe is 
developed. 



c. Recipe Detail

1) Recipe Number.

(a) Recipe numbers are made up of three sections:

(1) Recipe Section is an alpha character that identifies type of recipe, Appetizers, Beverages, Cakes, Poultry, etc… 

(2) Recipe is a three digit number that identifies the recipe such as Coffee,  Biscuits, French Toast, etc… 

(3) Variance is a two digit number that identifies a variation of the primary recipe. 

EXAMPLE:  L 015 00 – Steak Smothered with onions.  
 L – Beef, Pork & Lam,   015 – Steak Smothered with onions,   00 – Primary recipe 

  L 015 01 – Steak Stripes with Onions.  The last two digits represent a variation in the 00 recipe. 

(b) Identify the recipe number to be used by conducting a search of the recipes to determine if there are variations of the 
recipe to be created.  If there are no similar recipes, enter the appropriate Section character, a three digit number and 00 
for the variation number.  If a similar recipe is available, enter the recipe number and increment the last variance number 
by one. 

EXAMPLE:  L 015 00 – Steak Smothered with onions.  The last variation is L 015 03.  The next variation 
 number would be 04.  L 015 04 – Steak Smothered with mushrooms. 

2) Recipe Name. Enter the name of the recipe.

3) Critical Control Point (CCP).  Check the CCP if the recipe contains CCPs that must be followed.

4) Description is a more detailed description of the recipe.

5) POS Name is used for A La Carte Facilities.

6) Yield is the number of portions that the recipe will produce.  This field is used to calculate the cost of the recipe per
portions.  The yield should be 100 but does not have to be.  A recipe that yields 25 will calculate correctly based on the 
headcount requested. 

7) Portion is the portion size to be served for this recipe (1 cup, 2 pc, 1ea etc...).

8) Course determines where on the templates, production schedules and menus that item will appear.

9) POS Cost is the discount sale price for the item in an A La Carte operation.

10) Nutritional Information section lists the nutritional information on file for the recipe.  Enter the nutritional information
for the recipe. 



d. Ingredients.  Every ingredient to be used in the recipe should be listed in this tab.  This includes any ingredient that may not
have to be purchased. 

1) Adding grocery items to the recipe by entering the TIIN number at the bottom of the page or by clicking on the search
icon  to look up the item. 

(a) Add a key word in the search data field to locate the grocery item to add to the recipe.  Click on the green arrow 
to add the TIIN number to the bottom 
of the ingredient tab.  To add the item 
to the Recipe, click on the ADD 
button located on the bottom left of 
the page. 

(b) Step.  This field generally 
matched the step number in the 
instructions so the production staff 
can easily determine where the ingredient belongs. 

(c) Sub Step.  A secondary field to the step to set the order of ingredients within the step.  This should be an alpha 
character A – Z. 

(d) Quantity (QTY) 
represents the quantity of 
the Unit of Measure 
(UM) to be used in the 
recipe.  This information 
is cosmetic information.  
Enter the qty to be used 
for this recipe per 100. 

(e) Unit of Measure (UM).  Enter the UM 

(f) Weight refers to the weight (in pounds or gallons) of the ingredient to be used by the cook after all trimming.  The 
use of decimals in this figure will produce ounces on the recipe report. 

(g) Base Conversion Indicator (BCI) identifies which recipe conversion factor (weight or count) to use in the “As 
Purchased Quantity” data filed. 

(h) As Purchase Quantity (APQ).  The APQ is critical part of AFMIS, this is the number that determines the amount of 
the grocery item required to purchase and the cost of the recipe.  The APQ is the amount or quantity of the grocery item 
required per 100.   

(1) Weight is the weight required for the grocery in pounds. If the recipe required 2 oz per 100 then the APC 
would be 1/8 of a pound or .125 pounds so the APC would be .125.  If the recipe requires 2.3 pounds, the APC 
would be 2.3 pounds.  The system would calculate the number of 4 oz bottles for the 2 oz’s required for the recipe 
by dividing the required oz’s by the number oz’s required (.125 / .25 = .5 bottle or 1 bottle). 



(2) Count is the number of items required for the recipe.  If the portions is 2 slices of bread for each individual and 
the loaf of bread CFC is 16 or 16 slices of bread per loaf, the APC would be 200 slices of bread per 100.  The 
system would calculate the number of loafs by dividing the number of slices required by the number per loaf 
(200/16= 12.5 loafs or 13 loafs of bread). 

e. Instructions.

1) Recipe instructions are added to the recipe by
clicking on the instruction tab at the top of the 
recipe screen from either the Detail tab or the 
Ingredients tab. 

2) The instructions data field is a simple word
processing field with very limited formating capabilities. 

3) Enter the instructions for preparing the recipe.  The line item is associated to the ingredinent steps.

4) Enter the Critical Control Point (CCP) if required.



4. Complete the Recipe.  The recipe will not be available to use in menus until it is marked as complete.  To complete the recipe
click on the Complete box on the Recipe Details TAB located in the upper left corner of the page. 



CHAPTER 4 – FIELD MENUS 

1. Field Menu Maintenance.  The Field
Menu Maintenance section is where 
approved menus are added, modified or 
deleted in AFMIS by the State FPM.  The 
Field Menu contains records for each 
breakfast, lunch, and dinner for a 
designated number of days such as a 14 
day menu.  Different menus can be created 
to provide and easier means of locating a 
meal.  Title the different menus so that are 
clear to what they contain such as: 

a. 14 Day Menu

b. Quick Prepare Meals

c. Holiday and Special Meals

2. Creating a Menu.

a. From the Main Menu click on
Field Menu Maintenance under 
Master/field Menues section. 

b. Click on the SEARCH button
to display any pre-loaded menus.  
There should be a 21 Day NG 
Menu pre-loaded. 

c. Click on the Copy icon  to the left of the menu to copy the menu.  Rename the copy of the menu and make any 
modifications to the copy.  In the event the copy of the menu becomes non-usable it can be deleted and another copy can be made 
from the unmodified preloaded menu. 

d. Creating a Menu from scratch,  enter the name of the menu
in the Menu Name  and click on the CREATE button to create a 
field menu from scratch. 

e. Enter the description of the menu.

f. Select the meal from the drop down menu.  If you click on the Create button before selecting a meal an error message will
appear. 

g. Menu Day will start
with the number one, once a 
meal has been created the 
next day number to become 
avaialbe.  Click on the 
CREATE button. 



 

 

 

 

 

 

h. Enter the Recipe number at the bottom of the page and click on the ADD button to add the menu.  If the menu number is 
unknown, click on the search icon  to search for a recipe. 

i. To conduct a search enter a key word and click on the SERCH button .  If the recipe is located click on the selection icon  
to the left of the recipe to add it to the menu. 

j. Portions. Menus are 
build to support 100, the 
majority of portions should 
be 100, however some 
portions may differ 
depending on the States 
approved menu plan. Enter 
the required Portion to be 
made per 100 meals.  When 
a unit requests this menu the portion size will be scaled to the requested headcount.   

k. After all the recipes for this menu have been entered and the portions updated click on the SAVE button and then click on the 
BACK button to continue adding additional meals to the menu.  If the SAVE & RETURN button is click, the Field Menu 
Maintenance Menu page will be displayed.  To continue adding meals from this point, click on the SEARCH button, locate the 
menu and click on the edit icon to the left of the 
menu to edit. 

l. When the Field Menu Maintenance page is 
entered there will be no meals listed on the lower 
rights side of the page.  Select ALL for the Meal and 
click on the SEARCH button to display the meals at 
are entered into the menu. 

m. Delete a meal by check the box to the left of the 
meal and click on the DELETE button above the 
meals. 

3. Delete a Menu.  To delete a menu, open the menu 
and click on the DELETE button located at the top right 
of the page, not the delete button above the meals. 



 

 

 

 

 

 

 

 

4. Global Menu Maintenance.  The Global Menu Maintenance provides an avenue for FPMs 
to Add, Replace or Delete recipes from all of the field menus that are available. 

a. Click on the Global Menu Maintenance  link under Master / Field Menus section.  

b. Enter the Recipe Number to be added, 
replaced or deleted from your menus.   

c. If the recipe number is unknown, click 
on the search icon  and search for the 

recipe number, enter a key word in the Value data 
field and click on the SEARCH button. Select the 
item by clicking on the selection icon  to the 
left of the recipe. 

d. Menu Type is restricted to Field Feeding 
Menu. 

e. Adding the recipe to the field menus click on the ADD button.  The system will display all of the menus that do not contain 
the recipe. 

1) Select which meals the recipe is to be added to. 

2) Select the Filed Menu Name the recipe is to be added to and 
click on the NEXT button.   

3) The system will display all of the meals for the entire field 
menus selected.  Select the meal the recipe is to be added to and 
Click on the ADD button.  The system will confirm the recipe was 
added and provide the option to process another menu change.  

 

 

 

 

f. Deleting a recipe from the Field Menus is the same 
process as adding.  The system will display only the menus 
that contain the receipt. 

1) Select the meals the recipe is to be removed from. 

2) Select the Field Menu Name the recipe is to be 
removed from and click on the NEXT button.  

3) Select the meal the recipe is to be removed and click 
the DELETE button. 

  



 

 

 

 

g. Replacing a recipe from the Field Menus is much the same as 
adding and deleting.   

1) Enter the recipe number that will be replaced then click on the 
REPLACE button. 

2) Enter the recipe number that will replace the old recipe. 

3) Select the meals and menus to be replaced then click NEXT. 

4) Select the Field Menu Name to replace the recipe with and 
then click on the REPLACE button.  

5) A confirmation screen will be displayed and provide you the 
option to process another menu change. 

 

 

 

 

 
 



 

 

CHAPTER 5 – EQUIPMENT REPLACEMENT 
1. General:   

a. Equipment Management provides the State the ability to track food service equipment, life cycle replacement and cost which 
provides information to NGB to support the QLOG funding. 

b. The State Level can access all functions of the Equipment Replacement section except the Building Design Capacity which 
has not been activated. 

c. The State can establish a separate inventory for each armory 
and or unit and assign responsibility of the equipment.  The 
equipment can be transferred between units.   

d. The section of AFMIS does not interface with PBUES. 

2.  Building Maintenance. 

a. State manager will need to build the facilities where the food 
service equipment is located by clicking on the “Building 
Maintenance” located on the lower right side under 
EQUIPMENT REPLACEMENT. 

b. Add a six character name of the Facility or UIC for MTEO 
equipment which is located at the bottom left of the Building Maintenance page then click the ADD button.  This will add the 
facility or unit to the top section of the page.  To the left of the Building Number/Name is a check box for deleting the facility, a 

set binoculars used to assign a tenant that is responsible for the equipment and a red X used to delete the tenant if you need to re-
assign the equipment. 

c. Add a Tenant to the facility by clicking on the binoculars, then conduct a SEARCH for the unit or leave the search value 
blank and it will list all of the units. 

 
d. Select the unit that will be responsible for the facility equipment and click the OK button to assign the tenant. 
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3. Equipment Inventory.  Equipment inventory can be accomplished by the State, OC and Unit levels.  To begin an inventory click 
on the Equipment Inventory link.  Note if the unit has not been assigned as a Tenant, this link will not be available. 

a. The top left portion of the page is 
the inventory search; the top right side 
will display the equipment, and the 
bottom left side is equipment is added 
to the tenant’s inventory.    

b. Under the State Roles you would 
have to select a building while under 
the user roles, it will default to it. 

c. Equipment Type filters the 
categories of equipment into five 
areas: 

1) Mechanical 

2) Non-mechanical 

3) MTOE 

4) Automation 

5) Other 

d. Category further defines the type of equipment being added.  If the item is not listed under the category you will want to 
change the Equipment Type to Other. 

e. Location sets the location of the equipment being added. 

f. Once you have filled in the data 
fields click on the ADD Button.  (Note: 
The ADD FROM CATALOG button 
will list equipment you have already 
added to the system, it does not pull up a 
pre-loaded list of equipment). 

g. Complete the information for the 
equipment and click on the SAVE or 
SAVE AND RETURN button to add to 
your catalog. 

h. Clicking on the ADD FROM 
CATALOG button from the Equipment 
Add page will list equipment that has 
already been enter to the catalog for the 
category listed.  This is very useful if you have several 
like items. Click on the Green Arrow to the left of the 
equipment you want to add, this will open the equipment 
detail page.  Update the missing data, SN, Year 
purchased and cost.  Click the SAVE or SAVE AND 
RETURN. 
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i. As the equipment is being 
added to the catalog the items 
will show up on the right side. 

 

 

 

 

 

 

 

 

 

 

 

4. Equipment Inventory Report provides a list of all equipment by facility.  Inventories can be filtered by all or selected units, 
Equipment Type and Category.  Select the check box for all three areas and click on the PRINT button. 
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5. Equipment Replacement Report.  The equipment replacement report list the equipment that is scheduled to be life cycled out. 
Select the year equipment replacement is coming due and the equipment filters then click on the PRINT button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a. The Equipment Replace Report will only go back one year.  If you have 
equipment that has a life cyclic replacement date that is over two years past due 
you will need to re-assess the equipment to determine if the equipment life cyclic 
can be extended.  Using the Equipment Inventory Report for the State provides an 
excellent tool to manage the assets.   

b. Edit or Update life cycle replacement of operational equipment  

1) Open the Equipment Inventory by clicking on the “EQUIPMENT 
INVENTORY”. 

2) Select the Building Facility (State)  User level will default to the unit. 

3) Set all the Filters to “ALL” and click on the SEARCH button to see all 
the equipment assigned to the factility. 

4) Select the equipment to be updated by 
clicking on the pencil  icon to the left of 
the item name. 

5) Edit the Life Expectancy by increasing 
the number of years. 
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6. Non-Replacement Planned Acquisition is used to enter data into the system for food service 
equipment/décor  that is not tracked by the equipment replacement process for the facility such as 
display cases,  pictures, plants etc.. 

a. To add a Non-Replacement Planned item click on the Non-Replacement Planned 
Acquisition link under “Equipment Replacement” and click on the CREATE button. 

b. Complete the Acquisition Details 

1) Enter the Fiscal Year for the item or items  to be replaced or 
procured.  You can only enter one Fiscal Year.  If you need to   
add more to a Fiscal Year click on the edit icon  to the left  
of the FY 

2) Enter the estimated dollar amount. 

3) Enter the item or items to be replaced or procured. 

4) Click the SAVE or SAVE & RETURN button to save the  
 
the information. 

 

 

 

 

 

 

 

7. Equipment Budget Summary Report.  Enter the Fiscal Year for the report you would like to run and click on the PRINT button. 
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8. Equipment Transfers.  Kitchen equipment can be transferred between units 
however this does not affect transaction within PBUSE.   

a. To transfer equipment click on the “Equipment Transfers” link located at the 
bottom right of the main menu page. 

b. Click on the “Create/Edit Transfers” link. 

c. Select the facility the equipment is being transferred from. 

d. Select the facility the equipment is being transferred to. 

e. Click Create. 

f. Search for the equipment to be transferred by either populated the filtering fields or leave the fields blank and click on the 
“SEARCH” button.  Leaving the search fields blank will display all the equipment for the losing facility. 

g. Select the item(s) to be transferred and click on the ADD button.  This will display a list of equipment that is to be 
transferred. 

h. Click on the PRINT button located at the top left of the page, this will activate the EXECUTE button. 

i. Click on the EXECUTRE button which will transfer the equipment to the gaining unit. 

9. Executed Transfer Inquiry located within the Equipment Transfers link provides a report of equipment transactions completed and 
pending. 
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• Command level listing provides OC (State FPM), IC (MSC/BN), Unit (UIC, DODAAC, POC) Alternate POCs, Signature Cards, Appointment orders and FST. 
• The Excel spread sheet allows you to sort or filter by IC, UIC, etc..   
• An AFMIS column after the Primary lets you know who you have set up in AFMIS and who still needs to be entered. 
• Color coding is used as units are entered into the Training Site of AFMIS or the Live site.  Here the units in red are pending input into the Training Site or 

Live site. 
• AFMIS Trained column provides a review of who has been trained and who still requires training. 

Enclosure – 1, STATE – AFMIS SOP 

COMMAND LEVEL LISTING WORKSHEET 

1 
 



 

Enclosure – 2, STATE  AFMIS SOP 

LOCAL PURCHASE TIIN NUMBERS REGISTER 
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Enclosure – 3, STATE – AFMIS SOP - Reports 

1. Reports listed in the chapter pertain only to the State FPM level, other reports are covered in the Operational Command SOP. 

2. User Access Report provides a list of user, contact information and role. 

 

3. Recipe Cost Exceeds Limit Report.  This report list recipes that exceed the established portion cost limitations established in the 
system. 

 
 

3 
 


	State Command SOP
	TOC
	Chapter - 1 Administrative
	1. General
	2. Billing Accounts
	3. Operational Command (OC)
	4. Setting Up Units
	5. Intermediate Command (IC)
	6. Transferring a Unit to Another OC
	7. Creating Users and User Roles for OC
	8. Creating Users Roles for ICs
	9. BDFA
	10. Meal Rates
	11. Recipt Costing
	12. Vendor/Contract Maintenance

	Chapter - 2 Item Maintenance (Grocery Items)
	1. Menus, Recipes and Grocery Items
	2.  Building a Local Purchase TIIN Register
	3.  Item Maintenance (Grocery Items)

	Chapter - 3 Recipes
	1.  Recipe
	2.  Recipe Maintenance
	3.  Create Recipe
	4.  Complete the Recipe

	Chapter - 4 Field Menus
	1.  Field Menu Maintenance
	2.  Creating a Menu
	3.  Delete a Menu
	4.  Global Menu Maintenance

	Chapter - 5 Equipment Replacement
	1.  General
	2.  Building Maintenance
	3.  Equipment Inventory
	4.  Equipment Inventory Report
	5.  Equipment Replacement Report
	6.  Non-Replacement Planned Acquisition
	7.  Equipment Budget Summary Report
	8.  Equipment Transfers
	9.  Executed Transfer Inquiry

	Enclosure - 1 Command Level Listing Worksheet
	Enclosure - 2 Local Purchase TIIN Numbers Register
	Enclosure - 3 User Access Report



