
P3 CUSTOMER PORTAL
LEADERSHIP OVERVIEW
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Customer Request Workflow & Training 
Reference
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VALUE

• Standardizes all Public Affairs customer requests.

• Improves workload visibility and prioritization.

• Ensures documentation and compliance.

• Reduces informal tasking and scheduling conflicts.

• Enables data-driven resourcing decisions.

Moody AFB Public Affairs | P3 Customer PortalMoody AFB Public Affairs | P3 Customer Portal



REQUEST LINK

• https://safpa.appianportalsgov.com/request/group/public-affairs/page/new-request-paa
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EXECUTIVE QUICK START

• All Public Affairs requests are submitted through the P3 Customer 
Portal.

• General PA Support is the baseline workflow for most request types.

• Studio Photography requests follow a separate appointment-based 
workflow.

• Customers receive either an approval or denial notification with 
reasoning.

• Tour Requests require DD Form 2536 (Community Engagement Form) 
after approval.

• Public Affairs retains final approval authority for all requests.
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STEP 1 – PORTAL ACCESS

Customers enter their email address to begin. 
Military email is preferred.

*Once email is entered, a verification code will be sent to continue.

Customer 
Entry Point
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STEP 2 – SERVICING TEAM 
& REQUEST TYPE

Customers confirm 
Moody AFB and 23d 
Wing Public Affairs, 

then select the 
request category.

Request 
Routing
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STEP 3 – PROJECT DETAILS

This Defines request scope, needed date, and whether or not its tied to an event.

*make sure your request is categorized as an event

Mission Impact Data
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EVENTS

ARE EVENTS
• Airshows
• Demos
• Multi agency affairs
• Named operations and exercises
• Nationally recognized ceremonies
• Change of commands group level and above

NOT EVENTS
• Single agency events
• Tabletop exercises
• Volunteer activities not tied to a formal community event
• Daily operations
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STEP 4 – CUSTOMER 
INFORMATION

Captures 
organization, unit, 
rank, and contact 
information for 
coordination.

You must provide 
an alternate 

contact. 

Customer 
Accountability
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STEP 5 – ADDITIONAL 
INFORMATION

Once here customers provide justification, specific support needs, 
and attachments that would support their request.

Requirements 
Definition
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STEP 6 – REVIEW & 
SUBMIT

Customer 
certifies official 
use and submits 

for PA review.

Final 
Validation
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STUDIO REQUESTS –
SERVICE SELECTION

Studio Photography is used for portraits, full-length photos.

Appointment-Based
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STUDIO REQUESTS –
APPOINTMENT TYPE

Customers select portrait or full-length service type.
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STUDIO REQUESTS –
SCHEDULE APPOINTMENT

Customers select an 
available date and time 

slot. 

*If slot the slot searched 
for is not populating that 
means that time / day is 

not available.

To block multiple hours 
or days, please call and 

explain requirement with 
AFI justification for 

request consideration.
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STUDIO REQUESTS –
CONFIRM RESERVATION

Once date and time is selected the system confirms studio location 
and appointment time.
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STUDIO REQUESTS –
ADDITIONAL INFORMATION

On the additional 
information page the 

customer provides 
photo requirements 
and contact details.

 *Please provide any 
justification needed.
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OTHER REQUEST TYPES 
(SAME WORKFLOW)

• The following requests use the same workflow as 
General PA Support

• Security & Policy Review

• Media Inquiry

• Tour Request

• Presentation Requests

• Public Inquiries
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TOUR REQUESTS –
COMPLIANCE REQUIREMENT

Approved Tour Requests require completion of:

• DD Form 2536 – Community Engagement Form

• Public Affairs provides submission instructions after 
approval.
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REQUEST REVIEW & 
OUTCOMES

• All requests are reviewed by 23d Wing Public 
Affairs.

Customers receive either:
• Approval confirmation, or Denial notification with 

reasoning.
• PA may request additional information prior to final 

decision.
• Submission does not guarantee support.
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