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AFSAS Training Module:

The newly designed AFSAS Training Module is designed to be the one-stop 
location for documenting all safety-related training for Air Force personnel to 
include motorcycle demographics and associated training (formerly known as 
MUSTT).

The following slides will give a MSR the information needed to properly 
record and manage the motorcycle demographics and training for their unit.  

After reading the entire tutorial, an MSR can refer to any section, by subject 
matter, to refresh their understanding of how to accomplish a particular task.  
A master INDEX of subjects is provided on slide 7.

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE
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ACCESSING AFSAS TRAINING MODULE:

To access the module and the MUSTT portion of the training module, use the 
following link below.  (If you don’t have an AFSAS account this link will also take 
you through the registration process for an account.)

Air Force personnel with a Common 
Access Card can access the AFSAS 
MUSTT Module at this web link: 
https://afsas.safety.af.mil/Home.do

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

NAVIGATIONAL NOTES: 

A. This tutorial will only focus on how an MSR uses the AFSAS Training module to manage a commander’s

Motorcycle Mishap Prevention Program.

B. Items or text on a slide highlighted in RED were designed to add emphasis to the text and to correlate with

procedures outlined in the text.

C. This tutorial walks users through each of the “INDEX MENU” selection tabs and addresses some of the frequently

required MSR tasks.

D. Any field with RED text and an asterisk is a mandatory field.

https://afsas.safety.af.mil/Home.do
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ACCESSING THE INDEX MENU AND ICONS

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

On the top bar of the AFSAS Home Page is a “Hamburger” ICON that allows the user to access the “INDEX 

MENU.” The “INDEX MENU” can also be accessed by sliding your cursor to the far left of all screens within AFSAS. 

When you slide your cursor all the way to the left of the screen the “INDEX MENU” will slide in from the left portion 

of the screen.

Email Function

Download Contact Information VCard to Outlook

Export file to Excel

Index Menu

Print All Data on this Page

Maximize AFSAS

Calendar

Hover Help  

Indicates this field has a drop down menu to select from

Search Function

Shortcut to AFSAS Homepage 

A user can use the Search Box on the 

AFSAS “INDEX MENU” to find a 

pending feedback. Type in in the feedback 

number or subject of feedback in the box.

Clicking on your name in the “INDEX 

MENU” will take you immediately to your 

account.

Update Motorcycle Rider Information

Manage Training Records

Account Data Viewer

INDEX MENU
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TRAINING HOMEPAGE MANAGEMENT

Module Terminology & Description Icon 

is located on top of “Training 

Management Homepage”

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE
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MENUS AVAILABLE UNDER EACH INDEX MENU TAB

To Do List 

Tab
Training 

Tab

Pubs & Ref Admin Feedback Help

Only menu items highlighted in RED boxes are covered in this tutorial.

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE
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INDEX

LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

NOTE:  All menu selections are Hyperlinked to their corresponding page within this tutorial.

Links are active in slide show mode only.
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CREATING AN AFSAS ACCOUNT

All Air Force motorcycle riders must have an AFSAS account. This section gives you step-by-step directions to create your Account. AFSAS 
includes the Motorcycle Unit Safety Tracking Tool (MUSTT) training module which maintains all motorcycle demographics and training 
records for on-street motorcycle riders. This internal tool satisfies record keeping requirements as outlined in AFI 91-207. If you already 
have an AFSAS account you will be taken to the home screen as shown on slide 14.

Log into a computer with a CAC reader.  Insert CAC and log into https://afsas.safety.af.mil/Home.do

A screen, similar to the one below will appear.

NOTE:  Username and Password is not required.

Click on the “Create AFSAS Account”

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

https://afsas.safety.af.mil/Home.do
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CREATING AN AFSAS ACCOUNT

When you click “create an account,” you 

will see this screen. If you already have 

an account, your name will be listed and  

you can click on “Cancel Account 

Creation” and proceed to the login page.  

However, if your name is not on the list, 

then click “Continue Account Creation.”

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

On this screen, enter your personal 

information. Each of the 4 sections 

shown are addressed on the next 4 slides.  

All  information requested with title 

shaded in RED are mandatory fields. 

CREATING AN AFSAS ACCOUNT

1

2

3

4



MSR TRAINING MODULE TUTORIAL

11

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

Section One is your Personal 
Information.  

NOTE:  The initial screen you see will not 
have the Employment Status Tier 2 or 
Assigned Organization Tier 2.  As you fill 
in Tier 1 data, the Tier 2 fields will 
appear, if needed. 

As a minimum you must complete all 
fields in RED. 

A black arrow located at the right 
corner of a field indicates there is a drop 
down menu. The user must select from 
the drop down menu. A sample of the 
drop down for “Employment Status Tier 
1” is shown below. 

CREATING AN AFSAS ACCOUNT

1
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

Section Two is your Contact Information.

The more information provided here will 
ensure your MSR or Commander will be 
able to contact unit riders should the 
need arise.  It will also provide the AFSAS 
Training Module (MUSTT) contact 
information to keep you informed of any 
changes that may be made in the future 
to AFSAS Training Module (MUSTT).   

CREATING AN AFSAS ACCOUNT

2
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

Section Three is information related to 
Job Functions.

Check the box(es) for job functions you 
currently hold.  For most new riders, the 
only box that needs to be checked is 
“Other (i.e. Motorcycle Rider/..).  
However if you are an MSR be sure to 
check the block for MSR. 

CREATING AN AFSAS ACCOUNT

3
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

Section Four is your Account Information

Click on the circle next to “Basic” to 
establish an initial AFSAS account for 
new riders.   

In the Applicant’s Justification for AFSAS 
Access type in “Motorcycle Rider”.

Once you have completed section four, 
go back and double check to ensure all 
information is correct in sections 1 
through 4 and change if necessary.  If all 
information is correct click on “Submit 
Application”. 

CREATING AN AFSAS ACCOUNT

4
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

Once you submit your application a new 
window will appear which is the “USER 
AGREEMENT for the AIR FORCE SAFETY 
AUTOMATED SYSTEM (AFSAS)”.

Read the agreement and then in the four 
boxes place a check mark by clicking on 
the box in front of the RED narrative of 
understanding.  By clicking on the box 
you acknowledge you understand the 
rules pertaining to use of AFSAS.

Once you have read and acknowledged 
the restrictions click on the “Continue to 
AFSAS” button at the bottom  left corner 
of the page. 

CREATING AN AFSAS ACCOUNT
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

This window will allow you to list your 
professional experiences.

Read each question in RED and click on 
the circle of the appropriate response.

If you answered “YES”,  to either 
question, you may enter dates of 
unavailability to assist in a safety 
investigation by clicking on “add New 
Period of Unavailability”.  This field is 
optional but is helpful for planning 
purposes if you have these specialized 
experiences.

Once all information is checked or 
entered, click on the “Save Professional 
Experience” button to proceed. 

CREATING AN AFSAS ACCOUNT
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CREATING AN AFSAS ACCOUNTAfter leaving the professional experience 

page you will be taken to “Update 

Motorcycle Rider” window, if you 

indicated you are a motorcycle rider.  

From here you will need to advance 

through the screens and supply 

information needed until you get to “My 

Administrators” page.  If you are not 

currently a rider, proceed to the AFSAS 

Home Page by opening the "INDEX 

MENU"  and clicking on the AF logo, top 

left corner of the  "INDEX MENU“.  

Remember you may also open “INDEX 

MENU” by sliding cursor to far left of 

screen.

My administrators slide shows you the 

POCs for your unit when dealing with 

AFSAS related problems.  This is an 

information page only and to leave the 

page you will need to activate the 

"INDEX MENU“.

NOTE: Anytime you see  + or – to the 

left of a title bar menu you can click on 

the + to expand the selection or  – to 

minimize selection.

END THIS SECTION

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

AFSAS HOME

The AFSAS Training Module has taken 

on a new look.  When you login to the 

“AFSAS HOME” page window, images 

may change occasionally but 

functionality will remain the same.

From this page, you enter the "INDEX 

MENU” which is used to navigate your 

way through management of your rider’s 

records.  

You can access the  "INDEX MENU"  by 

sliding your cursor all the way to the left 

side of the “AFSAS HOME” page  

window, as shown or click on the 

“Hamburger” ICON upper left corner of 

screen. 

Note:  The AFSAS HOME screen may have different report and 
news options but these selections will not be highlighted in 

this tutorial.
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

When cursor reaches the left side of the 

“AFSAS HOME” page window, the 

menu appears on the left side of the page. 

The menu has six selection options: My 

To Do List, Training, Pubs & Refs, 

Admin, Feedback and Help.  Within 

these selections are additional menus.  

This tutorial walks you through each 

selection and subsequent menus pertinent 

to MSRs.

To begin, select “My To Do List” from 

the menu.

AFSAS HOME

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on

top right of page or on “INDEX MENU” 

LOGOUT at bottom of page. 
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

MY TO DO LIST

The “AFSAS TO DO LIST” will provide 

MSRs with a quick overview of riders 

within their unit that are overdue for the 

required Commander’s Briefing IAW 

AFI 91-207, Paragraph 1.3.3.4.  Also 

shown on this page are organizations that 

may fall below your organization’s 

hierarchy.  Additionally, listed are riders 

overdue the Commander’s briefing for 

your installation.

To view riders overdue Commander’s 

briefing within your organization, click 

on the number to the right of “My 

Organization’s Motorcycle Riders: Late 

Commander Briefing” in the Number 

column.  
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

MY TO DO LIST

In this window, riders within your 

organization overdue the Commander's 

Briefing will be visible.  

Also, any motorcycle training due is 

listed. The rider illustrated below is due 

Initial training and was due on 20 Dec 

2014.

Use the ICONs to navigate to another 

window for editing rider information. 

ICONs available include:  

A. Update Motorcycle Rider Information

B. Manage Training Records

C. Account Data Viewer.

These ICONS will be used later in the 

tutorial. 

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on

top right of page or on “INDEX MENU” 

LOGOUT at bottom of page.

A   B   C
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

APPROVE-DISAPPROVE RIDER TRAINING

Next we will go to the “TRAINING” tab 

from the left "INDEX MENU" .  

The training menu window contains 

several additional menu items.  

The next several slides will focus on the 

functions of all the tabs under the 

“TRAINING” menu.
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

The “TRAINING’ menu consists of two 

submenus:  TRAINING & MUSTT. 

Let’s begin with the “TRAINING” 

portion of the menu.  In the 

“TRAINING” area there are 3 

functioning windows.  Homepage, Create 

Training Records, Search Student 

Training Records.

In the “TRAINING” section, click on 

“HOMEPAGE” 

APPROVE-DISAPPROVE RIDER TRAINING



MSR TRAINING MODULE TUTORIAL

24

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

APPROVE-DISAPPROVE RIDER TRAINING

On the Training Management Homepage, 

you will find three column headings with 

number of riders identified to the right of 

line headings. Column headings include; 

“My Organization”, My Organization 

and Below” and “My Base”. Line 

headings include; “Credit Requests 

Awaiting Approval”, Credit Requests 

Approved (Last 60 Days), and Credit 

Requests Disapproved (Last 60 Days). 

Also shown is a number.  This number is 

a “Hyperlink”, when clicked, takes you 

to a search based on line headings. 

Example: To the left is the result if you 

click on the number 1 at “Credit 

Requests Awaiting Approval” under the 

“My Organization” column.  The search 

identifies one request for training 

approval pending. To work request use 

the Action ICONS. 

Click this ICON “All Accounts Associated with this DOD ID to view and approve 

or disapprove this riders training.

This allows you to view the rider’s Training Transcript.  Training Transcript is a 

view only page for informational purposes.  No action can be taken from this 

window.
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

A. To approve or disapprove click on the

“List all Associated Accounts with this

DOD ID” ICON.

B. Then click on the “Manage Training”

ICON to be advanced to the window for

either approving or disapproving

submitted training.

C. At this screen you will find three

ICONS to choose from, I. “Review

Course Credit Request”, II. “View

Training Record Data Viewer” or III.

“Delete Training Record”.  Additionally

you can create or enter new training

using the IV. “Create Training Record”

Button.  From this window you can also

navigate back to “Account Record

Search Results” or once finished can

move on by clicking “Done With Manage

Training Records”. We will start by

saying you want to approve the training

submitted.  Click on “Review Course

Credit Request”.

I  II  III

A

B

C

APPROVE-DISAPPROVE RIDER TRAINING

IV
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

Following the approval process, review 

the submitted training information.  

Person requesting approval should have 

attached supporting documentation for 

you to open and verify (certificate, class 

roster signed my instructor, or some 

means of verification).   Read 

justification and based on the 

justification and the supporting 

documentation you will either “Approve 

or Disapprove” request for training 

approval.

To open attachment click on the 

hyperlink provided.   

APPROVE-DISAPPROVE RIDER TRAINING
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

A. Click on hyperlink to view supporting

documentation.

B. Click on open attachment to view

supporting documentation.

C. In this case the MSF logo represents

an MSF completion certificate.

D. Once MSR verifies the certificate

combined with justification from

previous slide, training can now be

“Approved” or “Disapproved” by MSR.

NOTE:  If marked “Disapprove” a

required justification box will appear for

comments.  If marked “Approve” the

same box will appear but comments are

optional.

After marking “Approve” it is time to 

process the credit request by clicking 

“Process Credit Request”. 

Approved: Optional Disapproved: Required

A

B

C

D

APPROVE-DISAPPROVE RIDER TRAINING



MSR TRAINING MODULE TUTORIAL

28

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

Once the approval/disapproval request is 

complete, the “Training Record Data 

Viewer for (Rider’s Name)” appears.  

Once you verify changes where made as 

you intended then click on the “Done 

With Training Record Data Viewer”   

This takes you to “Training Records” to 

verify class is approved and is no longer 

pending approval.

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on

top right of page or on “INDEX MENU” 

LOGOUT at bottom of page.

APPROVE-DISAPPROVE RIDER TRAINING
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

UPDATE MOTORCYCLE RIDER INFORMATION:  TRAINING

Updating a rider’s training starts from the 

AFSAS Home page.  Open “INDEX 

MENU” as shown to the right and click 

on the “TRAINING” tab.  First, we will 

update training as if a rider just came in 

and gave you a copy of training they 

attended.
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

Once the tab is open you will now select 

“Create Training Record” from “INDEX 

MENU”.

UPDATE MOTORCYCLE RIDER INFORMATION:  TRAINING
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

The “Create Training Record” window 

will now appear.  Type in a portion of the 

rider’s last name and a menu selection 

list should appear with the rider’s name 

listed.  Select the correct rider by clicking 

on the applicable name.  Note:  If rider 

doesn’t appear they don’t have an 

AFSAS account and need to establish an 

account before you can proceed..

Type in the course name, again there will 

be a selection menu with the course 

listed.  Answer all questions in RED as 

they are required.  When you click 

“YES” on the “Course Completion 

Certificate Awarded” the “BROWSE” 

selection button will show as seen on this 

screen shot.  If you select “NO” the 

section highlighted in RED will not be 

visible.  All certificates must be saved 

electronically to file to MUSTT.  Once 

you complete the Justification  block then 

click “Create Training Record”.

UPDATE MOTORCYCLE RIDER INFORMATION:  TRAINING
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The “Training Record Data Viewer for 

(Rider’s Name) should now appear.  This 

is a verification screen.  Verify the 

“Course Request Information” is correct.

Also, you will be able to verify who 

updated the training and approved it. 

Remember if a section has a + or - sign in 

front of the title bar you can either 

expand or compress that area.

Click on the “Done With Training Record 

Data Viewer”.  You are taken to four 

windows in the following order.  

“Training Records”, “Student Training 

Transcript”, “Account Validation 

Results” and “Data Viewer”. Click 

“Done With .......” on each of these 

windows to move to the training module. 

END THIS SECTION

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on   

top right of page or on “INDEX MENU” 

LOGOUT at bottom of page. 

UPDATE MOTORCYCLE RIDER INFORMATION:  TRAINING
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

SEARCH RIDER TRAINING RECORDS

“Search Student Training Records” 

This selection allows MSRs to 

search for a particular record of a 

rider.

This feature allows MSRs to 

determine immediately if an 

identified rider within their unit 

has an AFSAS basic account.  This 

is important because if the rider 

has an account the MSR can easily 

manage the record to include 

add/edit/approve training, add/edit 

motorcycle demographics, 

add/edit/approve briefings, etc.

Open the “INDEX MENU” by 

moving cursor to far left or 

clicking the “Hamburger” ICON 

top left of screen.  Once opened, 

click on “TRAINING” and then 

“Search Student Training 

Records”.
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

SEARCH RIDER TRAINING RECORDSThe “Search Student Training 

Records” screen is displayed.  

A. On this page you can search for

a rider based on name, unit of

assignment or base.

B. You can search for how many of

your riders attended a given

training class during a specific

period.

C. You can search for riders with

approved training, awaiting to have

training approved or disapproved

training.  This can be further

refined by combining search with

items A or B above.

D. Another search capability is to search by date range.  You can also combine this search with information from A, B and C.

E. Additionally, you control the size of the output by changing the “Results by Page”.

Once you have determined the purpose of your search and completed the appropriate field(s), click on the “Search Training Records” 

button.

A

B

C

D

E
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

Once you click “Search Training 

Records”  the “Training Records Search 

Results” window appears.  In this search 

example, searched for all riders in 

AFSEC that attended an ARC course 

between 1 Apr 2013 and 1 Apr 2015, 

whether the training was approved, 

disapproved or awaiting approval.

The result listed four riders fitting these 

parameters.  Then select the appropriate 

Action ICON to the right of the name to 

continue working with the rider’s record.

See the ICON page (Slide 4) for listing of 

ICONs and what they allow an MSR to 

accomplish.

END THIS SECTION

SEARCH RIDER TRAINING RECORDS

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on

top right of page or on “INDEX MENU” 

LOGOUT at bottom of page. 
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

MUSTT HOMEPAGE

MUSTT Homepage will allow MSRs to 

gain a quick look at the training and 

briefing status for all unit motorcycle 

riders.

Click “Homepage” on the “INDEX 

MENU”.
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

MUSTT HOMEPAGE

In the MUSTT Homepage window 

the MSR will be able to get a quick 

overview of  training and briefings 

for riders within My Organization, 

Organization & Below, Base, and My 

Organization’s Riders at My Base.  

Additionally, this window will show 

riders with incomplete rider 

information, due, overdue briefings 

and training as well as the total 

number of riders within the 

organization.

To expand this listing to show rider 

names, click on the number under the 

“Count” Column that correlates to 

information you wish to view. 

On the next slide is an expanded 

listing for Annual/Preseason Brief, 

Overdue for an organization by 

clicking on the number 3 in the count 

column.
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

MUSTT HOMEPAGE

From “MUSTT SEARCH RESULTS” 

window, three riders overdue a 

commander’s briefing are displayed.  

Using the appropriate Action ICON you can 

edit, add or delete information for a rider.  

In this case the MSR wants to update MSgt 

Adrian Secrist’s record to show he received 

the unit commander’s briefing on 20 Apr 

2015.

Click on the “Update Motorcycle Rider 

Information” ICON.
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

MUSTT HOMEPAGE

“Update Motorcycle Rider” window 

will open.  Open the “INDEX MENU” 

and click on “Training Records”.
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

REMINDER: +  to left of title bar menu 

indicates area can be expanded. 

- indicates area can be minimized.

If not expanded, expand “Training 

Records” to view. Select “Create 

Training Record” lower left of screen.

MUSTT HOMEPAGE
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INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

From “Create Training Record” window, 

fill in all required data.  When you type 

in a field with a        this indicates this 

field has an automatic fill in list to select 

from once it recognize the text being 

typed.  Select from the list. 

Once all information is complete click 

the “Create Training Record” to update 

rider’s record with training shown in the 

“Course Name” field.

Remember justification is required.  For 

all motorcycle training and briefings use 

[Briefing/Training IAW AFI 91-207] as a 

minimum.

Once training or briefing is submitted by 

clicking the “Create Training Record”, 

MSR will be taken to “Training Record 

Data Viewer for (Rider) then to 

“Training Records” and “Student 

Training Transcript” To move on from 

each of these windows click “Done 

with...........” lower left of window.  Once 

at validation screen rider’s information 

has been updated.

If finished with editing or changing records after the “Account Validation Screen” 

MSR can exit by clicking on the “Internet Explorer” or LOGOUT at bottom of the 

page.

If more changes are needed then proceed back to the “MUSTT Homepage” by 

opening the “Index Menu” and clicking on “Training”.  Then select applicable menu 

item.

MUSTT HOMEPAGE

END THIS SECTION
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AFI 91-207, paragraph 1.3.4.5. requires 

all on-road motorcycle riders to attend an 

annual/preseason safety briefing.  An 

example annual/preseason template is 

located in AFI 91-207, Atch 3 or in the 

AFSAS MSR’s Toolkit, slide 71 shows 

how to access AFSAS MSR’s Toolkit.

Quite often this briefing will be held so 

several riders attend at the same time.  To 

update these riders records, MSRs may 

want to use the “Annual/Preseason Mass 

Update” feature in the training module.

To use mass update feature, open the 

“Index Menu” select “TRAINING” and 

select “Annual/Preseason Briefing Mass 

Update” button under the MUSTT tab.

ANNUAL/PRESEASON BRIEFING MASS UPDATE



MSR TRAINING MODULE TUTORIAL

43
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“Annual/Preseason Briefing Mass 

Update”    To update using the mass 

update feature, MSR enters the date of 

the briefing and clicks on the box to the 

left of the rider’s name.  This will create 

a  check mark in the box.  Once all riders 

participating have been identified, click 

on the “Save Briefing Data”.

Once saved the “MUSTT HOMEPAGE” 

window will open.  This will complete 

the mass update.

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page. 

ANNUAL/PRESEASON BRIEFING MASS UPDATE
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NEXT SLIDE

SEARCH MOTORCYCLE RIDER

To search for a motorcycle riders, open 

the “Index Menu” select 

“TRAINING” and select “Search 

Motorcycle Riders” under the 

MUSTT tab.

The search motorcycle riders selection 

goes to the “Search AFSAS Accounts”.  

From this window, a MSR is able to find 

a rider’s record or determine if the rider 

has an AFSAS account.

To use this feature, type in the member’s 

last name, first name and any other 

information that as an MSR you feel will 

further narrow your search.

Once information is complete MSR will 

click on the “Search Accounts” button.
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SEARCH MOTORCYCLE RIDER
Once the search is submitted a new 

window will pop up.  If the window that 

pops up is like the one to the right there 

was no member/rider found in AFSAS 

with name you identified or credentials 

you supplied.  Check to ensure you 

spelled name right or remove some of the 

other search criteria to get a broader 

search for just the name.  If after you do 

and still nothing shows, this member 

does not have an AFSAS account and 

there is nothing you can do for the 

member/rider until they establish an 

AFSAS account.

If window is like one to right then a 

member/rider or member’s/rider’s 

meeting your search criteria was found.  

You can use the Action ICONs to 

continue with this rider’s records.

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on               

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page. 
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REMOVING RIDER OR MEMBER FROM MSR LISTING OF UNIT RIDERS

To remove a rider who PCS’d, PCA’d, 

Separated or Retired and rider failed to 

make changes to remove them from MSR 

listing  open the “INDEX MENU”, click 

on “TRAINING” and then click on 

“Search Motorcycle Riders”.
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Type in the riders name you are wanting 

to remove and click “Search Accounts”.

A “Search AFSAS Accounts Results” 

window will appear with the rider MSR 

is wishing to remove.  Click on the 

“Update Motorcycle Rider Information”.

The “Update Motorcycle Rider” window 

will now be displayed.  Change 

“Motorcycle rider” from Yes to No.

REMOVING RIDER OR MEMBER FROM MSR LISTING OF UNIT RIDERS
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REMOVING RIDER OR MEMBER FROM MSR LISTING OF UNIT RIDERS

Once you click “NO” the information 

about the member riding will 

automatically disappear and just the 

question concerning rider will appear.  At 

this point to finish removing rider click 

“Save Motorcycle Rider”.

Now the “Account Validation Results” 

window will appear.  If correct, click on 

“Done With Account Validation”.  When 

this is accomplished the “Data Viewer: 

Homepage” will appear.  You have now 

successfully removed this member as a 

rider which will take him/her off your 

unit listing.

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on               

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page. 
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Deleting information on a rider’s 

motorcycle ownership demographics 

starts from the AFSAS Home page.  

Open “INDEX MENU” as shown to the 

right and click on the “TRAINING” tab.  

DELETING MOTORCYCLE DEMOGRAPHICS
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This will automatically generate new 

“INDEX MENU” selections.  Click on 

the “Homepage” in the MUSTT 

selection list.

DELETING MOTORCYCLE DEMOGRAPHICS
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In the MUSTT Homepage window to 

show names click on the number 

under the “Total Number of Riders” 

in the “Count” Column.

DELETING MOTORCYCLE DEMOGRAPHICS
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You will now be taken to this 

window, the “MUSTT SEARCH 

RESULTS” window.  In this window 

you will click on the “Update 

Motorcycle Rider Information” ICON 

for the applicable rider you wish to 

delete.

DELETING MOTORCYCLE DEMOGRAPHICS
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This will take you to the “Update 

Motorcycle Rider” window.

Upon entering the “Update 

Motorcycle Rider Information” 

window the choices on the “INDEX 

MENU” will change.  Open the 

“INDEX MENU” by sliding your 

cursor to the far left of the screen.  

Now select the menu item 

“Motorcycles”.

DELETING MOTORCYCLE DEMOGRAPHICS
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DELETING MOTORCYCLE DEMOGRAPHICS
From this window you are able to delete 

information on the rider’s motorcycle(s).  

To delete a motorcycle click on the 

“Delete Motorcycle” ICON.  This takes 

you to “Delete Motorcycle” window.  

When deleting, the only required entry 

required, is  “Was this motorcycle 

entered by mistake”. If correct, click 

“Yes” and “Delete This Motorcycle” 

button.

If motorcycle wasn’t entered by mistake 

and it is just the rider no longer owns or 

rides the motorcycle you can’t delete it, 

Click “No” and “Cancel”. Instead you 

must go into the “Update Motorcycle” ( 

see Edit Motorcycle Demographics) 

window and change the riders status with 

the motorcycle from “Currently Ridden” 

to “Previously Ridden”.   When finished 

click “Done with Motorcycles”

NOTE: Answering “NO” to 

this question will generate the 

message below.  

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page. 
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Adding a motorcycle on a rider’s 

motorcycle ownership demographics 

starts from the AFSAS Home page.  

Open “INDEX MENU” as shown to the 

right and click on the “TRAINING” tab.  

ADDING MOTORCYCLE DEMOGRAPHICS
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This will automatically generate new 

“INDEX MENU” selections. Under the 

MUSTT selection list, click on the 

“Homepage” tab

ADDING MOTORCYCLE DEMOGRAPHICS
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In the MUSTT Homepage window to 

show names click on the number 

under the “Total Number of Riders” 

in the “Count” Column.

ADDING MOTORCYCLE DEMOGRAPHICS
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This takes you to the “MUSTT 

SEARCH RESULTS” window.  In 

this window you will click on the 

“Update Motorcycle Rider 

Information” ICON to left of 

applicable rider.

ADDING MOTORCYCLE DEMOGRAPHICS
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This takes you to the “Update 

Motorcycle Rider” window.

Upon entering the “Update 

Motorcycle Rider Information” 

window the choices on the “INDEX 

MENU” will change.  Open the 

“INDEX MENU” by sliding your 

cursor to the far left of the screen.  

Now select the menu item 

“Motorcycles”.

ADDING MOTORCYCLE DEMOGRAPHICS
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ADDING MOTORCYCLE DEMOGRAPHICS

Adding from the “Manage Motorcycles” 

window, MSR selects the “Add a 

Motorcycle”, bottom left of screen.

From “Update Motorcycle” window fill 

in all required information, remembering 

that the black down arrow to right of 

field indicates a drop down menu is 

available to make selection from.  Once 

information is complete, click on the 

“Save Motorcycle” bottom lower left of 

screen.  MSR returns to window 

“Manage Motorcycles” if finished click 

“Done with Motorcycles” on  “Manage 

Motorcycles” page.

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on               

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page. 

NOTE: If a particular make 

of motorcycle isn’t available 

on the drop-down for 

“MAKE” use “Custom-

Other”.
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Editing information on a rider’s 

motorcycle ownership demographics 

starts from the AFSAS Home page.  

Open “INDEX MENU” as shown to the 

right and click on the “TRAINING” tab. 

EDITING MOTORCYCLE DEMOGRAPHICS
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This will automatically generate new 

“INDEX MENU” selections.  Click on 

the “Homepage” tab under the MUSTT 

selection list.

EDITING MOTORCYCLE DEMOGRAPHICS
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In the MUSTT Homepage window to 

show names click on the number 

under the “Total Number of Riders” 

in the “Count” Column.

EDITING MOTORCYCLE DEMOGRAPHICS
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This takes you to the “MUSTT 

SEARCH RESULTS” window.  In 

this window you will click on the 

“Update Motorcycle Rider 

Information” ICON on applicable 

rider.

EDITING MOTORCYCLE DEMOGRAPHICS
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This takes you to the “Update 

Motorcycle Rider” window.  Here 

you can edit information on rider and 

change rider to non-rider.

To edit information about the 

motorcycle demographics upon 

entering the “Update Motorcycle 

Rider Information” window the 

choices on the “INDEX MENU” will 

change.  Open the “INDEX MENU” 

by sliding your cursor to the far left 

of the screen.  Now select the menu 

item “Motorcycles”.

EDITING MOTORCYCLE DEMOGRAPHICS

To remove a rider from unit 

listing  in  the “Update 

Motorcycle Rider” window 

change the “Motorcycle Rider” 

question answer from “Yes” to 

“No”. and save.
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EDITING MOTORCYCLE DEMOGRAPHICS
From this window you are able to edit 

information on the rider’s motorcycle.  

To edit a motorcycle click on the 

“Update Motorcycle” ICON to the left of 

the motorcycle you are editing.  This will 

take you to “Update Motorcycle” 

window.  

On the “Update Motorcycle” window, 

you can change information 

demographics on the motorcycle.  When 

finished click “Save Motorcycle”.  MSR 

will be taken back to the “Manage 

Motorcycle” window. Return to “INDEX 

MENU” to continue working with files.

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on               

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page.
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EMAILING RIDERS
To use MSR email, open AFSAS and 

then open the “INDEX MENU” by 

sliding cursor to far left of screen.  

From the “INDEX MENU” select 

“ADMIN” and then from “ADMIN” 

select “Homepage” under the 

“Email” Heading.
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EMAILING RIDERS
From the “Email Homepage”, to email a 

single rider or all riders within MSR 

Organization, click on the number in the 

“Motorcycle Riders” column.

This opens the “Email AFSAS Users” 

window.  To email an individual click on 

the “Email” envelope ICON.  You may 

have to click on the To: + to expand e-

mail list. To email all riders, continue to 

fill out information in “Subject:” and 

“Message” block. When complete at the 

bottom left of the window click on the 

“Send Email” button.

Once message is sent MSR will be taken 

back to “Email Homepage”.

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on               

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page.
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CHECKING AFSAS EMAIL
To check emails in AFSAS, open the 

“INDEX MENU” by sliding cursor to 

far left of screen.  Select “ADMIN”,  

then select “Inbox” under the 

“Email” Heading.
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CHECKING AFSAS EMAIL

The window “Search Email Inbox 

Results” is visible.  To read an email 

click “Magnifying Glass” ICON.  

This will open the email for reading 

once finished use the back arrow to 

return to the “Search Email Inbox”.  

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page. 
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USING MSR TOOLKIT IN AFSAS
To use MSR Toolkit, open “INDEX 

MENU” by sliding cursor to far left 

of screen.  From the “INDEX 

MENU” select “PUBS & REFS” and 

then from “PUBS & REFS” select 

“Homepage”.
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USING MSR TOOLKIT IN AFSAS
From the “Publications Homepage” if 

“Motorcycle Safety Representative 

Toolkit” tab isn’t expanded, click on 

the + to left of title.

Once expanded, open toolkit by 

clicking on “View this Publication”. 

This will display all posted 

documents.
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USING MSR TOOLKIT IN AFSAS

To review or download a document in 

the toolkit, click on the “View this 

File” ICON, then follow direction on 

screen to “Save” or  “Open”. 

END THIS SECTION

To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page. 
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CREATE RIDER FROM MEMBER HAVING WITH AN AFSAS ACCOUNT

To identify a unit member as a rider 

in MUSTT having an AFSAS 

account,  open the “INDEX MENU” 

and click on the “Admin” tab.
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From the “Admin” menu select 

“Search Accounts”.

In “Search AFSAS Accounts” 

window fill in members Last Name 

and First Name and then click on the 

“Search Accounts” button.  Bottom 

left of screen.

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

CREATE RIDER FROM MEMBER HAVING WITH AFSAS ACCOUNT
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From “Search AFSAS Accounts Results” 

window click on the “Update Motorcycle 

Rider Information” ICON.

In the “Update Motorcycle Rider” 

window change answer to “Motorcycle 

Rider” from “NO” to “Yes” and complete 

all required information on the “Update 

Motorcycle Rider” window and then 

click the “Save Motorcycle Rider” 

button, bottom left of screen.  You will 

then be taken to the “Manage 

Motorcycle” where you add or remove 

motorcycles, “Manage Files” where you 

would add electronic files of training or 

briefings.  On all these windows will be a 

“Done with ......”.  Either click this the 

Done with button to advance or return to 

the “INDEX MENU” by sliding cursor to 

left side of screen.   

NOTE:  To create a rider for a member with no AFSAS account you must first have 

member establish an account and then follow instructions for creating a rider for a 

member with an account.

END THIS SECTION
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To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on               

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page. 

CREATE RIDER FROM MEMBER HAVING WITH AFSAS ACCOUNT
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RECORDING RIDER TRAINING OR BRIEFING ATTENDANCE

To record a rider’s motorcycle 

training or briefing with an AFSAS 

account, open the “INDEX MENU” 

and click on the “Admin” tab.

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE



MSR TRAINING MODULE TUTORIAL

78

From the “Admin” menu, under 

“Account Management”, select 

“Search Accounts”.

In “Search AFSAS Accounts” 

window fill in members Last Name 

and First Name and then click on the 

“Search Accounts” button.  Bottom 

left of screen.

RECORDING RIDER TRAINING OR BRIEFING ATTENDANCE

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE
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From the “Search AFSAS Accounts 

Results” window, select the “Manage 

Training” ICON.   

This will take MSR to the “Training 

Records” window.  Here select 

“Create a Training Record” bottom 

left of window.

RECORDING RIDER TRAINING OR BRIEFING ATTENDANCE

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE
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From “Create Training Record” window 

complete all information required and 

then click on the “Create Training 

Record” tab lower left of screen.  

Briefing or Training record will have 

been created and saved.

After advancing to the “Training Record 

Data Viewer for (Rider’s Name) you 

have completed entering information for 

either a briefing or training.  

RECORDING RIDER TRAINING OR BRIEFING ATTENDANCE

END THIS SECTION
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To continue to work in the Training 

Module go to the “INDEX MENU”.  If 

finished close page by clicking on

top right of page or on “INDEX MENU” 

LOGOUT at the bottom of the page.
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SUBMITTING A FEEDBACK

As you work with the AFSAS 

Training Module (MUSTT) and if 

you discover an error or have a 

suggestion for making things better 

please submit a “Feedback”.  This is 

accomplished from any window.  

At the bottom of the window page is 

a “Submit Feedback” button.  To 

submit a Feedback click on this 

button and a new window will appear. 

Complete information required and 

submit by clicking on the “Submit 

Feedback” button, bottom left of 

window.

NOTE: When you discover any 

problems with the AFSAS Training 

Module, please submit a feedback.  

Calling SEGT will not expedite the 

process, but may only slow it down.  

Feedbacks are required for all 

suspected or real issues. 

INDEX LAST SLIDE VIEWED PREVIOUS SLIDE NEXT SLIDE

END THIS SECTION
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This tutorial was designed and formulated by 

HQ AFSEC/SEGT

Any errors or suggestions for improvement of this tutorial 

should be submitted to email below.

Thank You

SEGT.AFSC@us.af.mil




