
AFAS “Child Care for PCS” Application Instructions 
Using the AFAS Member Portal 
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1. Access the Air Force Aid Society Member Portal

 Go to: https://portal.afas.org

 Click Sign In

https://portal.afas.org/


2. Sign In Tab

 If you previously registered for an account, you may Sign In with your Email and Password

 If you never registered for an account, you can create an account by selecting the Register tab and
following the instructions (See information on next page)

Note: You may need to reset your password or call 703-972-2604 for an AFAS Team Member to unlock
your account if it does not allow you to proceed



3. Register Tab – Creating a new account

 Enter your personal Email, create a Password & Confirm password, enter the code from the image
on your screen, and then click Register

Note: Do not use your “.mil” or “.edu” email as you may not receive important emails regarding
your application

 If you receive a message indicating “the username/Email is already taken”, you may have already
registered. Click on the Sign In tab and enter your Email and Password to continue to the
application. If you do not remember your password, click on the Forgot your password? button and
follow the instructions to request a password reset



 Profile screen - enter the required information on this page and then click Update

 Once complete, you should be taken back to the Sign in / Register screen and be able to Sign In



4. Create An Application

 Sign In to your account to start an application. (Select the Sign In tab, enter your Email and Password)

 Click on My Applications



 Click on Apply for Community Program

 Select Child Care for PCS for the program you are applying for in the drop-down menu



 Step 1: Complete required fields and then click submit
 Note: All fields with an asterisk (*) are mandatory and must be completed to continue to the next screen
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 Step 1: Applicant Information Page - Fill in the required information and then click Save and Continue.
Note: All fields with an asterisk (*) are mandatory and must be completed to continue to the next screen
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 Step 2: Military Member Information page – Fill in the required information and then click Save and
Continue
Note: First Sergeant name and contact information is mandatory. AFAS reserves the right to contact the
First Sergeant if/when necessary



 Step 3: Requirements page
o Click on each blue box on the right and upload a copy of the Required Documents

Note: These documents are required by the system and must be attached before submitting your
application



 Child Care for PCS Confirmation Form - Click on word Child Care for PCS Confirmation Form under 
Document Type

Click Child Care for PCS Confirmation Form in the blue text and fill-in the PDF form. When finished, 
upload the file from your computer (select Choose Files) and then click Submit.



 Step 4: Disbursement Method page
o Select how you would like to receive your disbursement, either through Zelle or Bank ACH

Zelle 
To use Zelle, you must register through your bank 
and select the Zelle Identifier Type. It is either a 
stateside phone number (entered without dashes) 
or a personal email synced to your stateside bank 
account. 

Bank ACH 
If Bank ACH is elected, fill out the Bank 
Name, Routing Number and Account 
Number. Funds will be deposited directly 
into this account. 

o Once you have entered and verified your Disbursement Method, click Save and Continue



Final Steps to Submit Your Application to AFAS 

1. Please read the Terms of Agreement and then check the box indicating you understand and accept these terms

2. Select your Marketing Preferences for how you would like to be contacted

3. Once you have completed the 2 steps above, click Submit to send your application to AFAS for processing



ADDITIONAL INFORMATION 

 You will receive the following verification email:

 If your application is approved, you will receive an email with an attachment which requires your signature.
This signed document must be returned before AFAS can distribute any approved funds



 

 Having difficulty with your application or have questions? 
Contact AFAS at 703-972-2604 or email ea@afas-hq.org for assistance 

 
 What Happens Next? 

o Your application will be assigned to an AFAS Caseworker through our corporate office in Arlington, VA. 
It will be reviewed as quickly as possible to assess your financial need 

 
o Ensure you answer any calls you receive from area codes 703 or 571 as your Caseworker may be trying 

to contact you for additional information regarding your case 
 

o Also, be sure to check your email as the Caseworker may send you messages regarding your case. You 
may also want to check your Junk/Spam folders for updates as well 

 
o If financial assistance is approved, you will receive an email with an attachment which requires your 

signature acknowledging concurrence of funds as shown above. You must return the document 
before AFAS can proceed with distribution of approved funds. This email is sent using Adobe Sign. 
Please be sure to monitor your Inbox, Junk/Spam folders 

mailto:ea@afas-hq.org
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