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Self-Service Actions

• AtHoc is for official use only and used to disseminate emergency 
information to assigned personnel IAW AF EMNS CONOP

• Mandatory for all military (active and reserve) and civilians 
(non-bargaining) to provide an after-hours contact number or 
personal e-mail emergency notification information. 

• Providing after-duty hours emergency notification information for 
bargaining unit employees, contractors and non-appropriated 
personnel is strictly voluntary, but is highly encouraged

• Data is protected under “Privacy Act of 1974” and its information 
is accessible only by system administrators in the execution of 
their duties (Command Center/End User Managers)



Updating Your Information

Find the AtHoc icon on your desktop

Right click 
“White Globe”



Updating Your Information
3. Select “Access Self Service”

Select “Access Self Service”



Updating Your Information

NOTES:
Fill in all mandatory information

Display name should be First 
Name, Last Name

NOTES:
Fill in all applicable device fields



Updating Your Assigned Unit

Select Assigned 
unit (click the fwd 

slash)



Updating Your Assigned Unit

Select 
Apply

Select your 
Organization/Unit/ 

down to office 
symbol if possible



Updating Your Assigned Unit

Updated Assigned 
Unit



Updating Your Information

Members will only receive 
SMS texts if a “Text 

Messaging” block is filled in



Updating Your Information

Select save
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For questions/assistance, contact the 
AFMC Command Center
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