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Dear AFPEx User, 
 
We have produced this downloadable document in addition to 
the guidance available on the myafpex.co.uk website to 
provide the information available there in another format. To 
ensure conformity between the two sources most of this 
content is taken direct from the web pages and therefore some 
of the guidance referring to menus or other text boxes will 
only be clear on the web version of this guide. Although the 
information is predominantly aimed at VFR flying, most of the 
advice applies to IFR flights as well. We hope you find the 
guide useful but as ever our 24hr helpline will be happy to help 
should you have any further queries. 
 
Best regards, 
 
 

The AFPEx Team 
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About AFPEx 

The Aeronautical Flight Planning Exchange (AFPEx) application is an internet 
based AFTN client. It's purpose is to provide the UK aviation community with 
access to the Aeronautical Fixed Telecommunications Network (AFTN) via the 
internet to exchange messages regarding flight safety. 

AFPEx uses the Java environment to function which allows the application to run 
across multiple Operating Systems (Windows, Apple Mac, Linux).  Sadly, the 
Apple iOS and Andriod operating systems do not support Java, so the application 
will not function on mobile devices that use these (iPad, iPhone, Galaxy Tab). 

If you are using AFPEx for the first time, please download the most recent version 
of Java available www.java.com/en.  

The AFPEx user community encompasses nearly all areas of the aviation industry 
including: Air Traffic Control, Airline Operators, Handling Agents, Flying Clubs and 
Private Pilots.  The application is currently free for UK residents to use (excluding 
the Channel Islands). 

AFPEx has been designed to look like a standard e-mail program using an 
Inbox/Outbox; and standard message templates to allow users to quickly and 
accurately populate forms for onward d transmission.   

 

http://www.java.com/en


 

AFPEx - Window Layout 

AFPEx uses a 'tabbed' browsing approach so that you can have more than 1 page 
of the application open at one time.  The tabs can be popped out from the screen 
and moved around the current view to almost any format.  
 
To move a tab to a different location, simply hold down the left mouse button on 
the tab and drag it to the location you wish to move it to.  A green border will 
display where the window will move to whilst you have the mouse button 
depressed. 
 
When you logout of AFPEx, it saves your current window layout.  So the next time 
you login to AFPEx, you will be presented with exactly the same layout. 

Maximise Button 

    The Maximise button will operate the current tab to a full screen view. 

Minimise Button 

    The Minimise button will operate the tab to the bottom of the window. 

Restore Button 

    The Restore button operates the tab back to it's original size. 

Pop-Out Button 

    The Pop-out button operates the tab to open in a new window. 

Current View Button 

    The Current View button can be used to access help on the current tab 
view. 



Perspectives 

AFPEx allows you to use more than one set of window layouts by using something 
called Perspectives.  These are stored layouts which you can switch between 
which can incorporate more than one window, just like the screen above.  To 
access the Perspectives and switch between these views, select the Terminal 
menu and then Open Perspectives. 

 

 
 
 

Mailboxes 

AFPEx sends/receives messages to and from your mailbox.  Your mailbox is 
unique and in most cases the address is made up by your location indicator 
(ICAO) and a user ID.  For example:  EGHHZXLT 

 EGHH - is the location indicator for Bournemouth. 
 ZXLT - is the unique ID. 

Your Mailbox is displayed on the left hand side of your screen in both the Pending 
Messages and Message Folder view.  If you have more than one Mailbox 
configured to your system, they will also be shown here. 



 

The Message Folder display is very similar to a basic e-mail program, showing an 
Inbox, Outbox and Trash.  Messages you receive will be shown in the Inbox.  
Messages sent will be shown in the Outbox and deleted messages in the Trash.   

If you want to create folders in either the Inbox or Outbox to move messages 
into, right click on either of these and select Create Folder. 

 

You can then name the folder... 

 



When you receive a message you can simply drag and drop the message into the 
folder you have created.  If you delete your folder whilst it contains messages, 
the messages will be lost.  They are not moved into the Trash. Messages are kept 
on the system for a maximum of 30 days before they are automatically removed. 

Monitoring Mailboxes 

If you are a member of a group with more than one mailbox, then you might 
want to release and monitor mailboxes at different times.  To access this function 
select 'Message' from the menu, Monitor/Release Mailboxes. 

 

 

To Monitor or Release a mailbox, select the mailbox and then the required 
option.  Please note, if you are not monitoring any mailboxes, you cannot receive 
any messages but you are still able to send. 

 

To show the status of the mailboxes in your group, select 'Diagnosis', Mailbox 
Status. 

 



 
 

You can then view who is monitoring the Mailboxes and how many messages are 
pending. 

 

 

Auto Read-Acknowledge 

If you receive many messages that require acknowledgement, AFPEx can do this 
automatically for you.  This feature is more commonly used when AFPEx is used 
to replace a dumb terminal.  You can access the feature from the 'Message' 
menu. 

 

 
 
 
To enable the Auto Read-Acknowledge, press the Start button at the top of the 
window.  You can select the mailboxes which are Ack'd and also setup specific 
filters for the content of these messages.  We recommend that you tick the 
'Exclude messages with SS priority' option at the bottom of the screen. 



 
 

 
 
Once turned on, you will not see the messages Ack'd in your Pending Message 
view.  However they will be viewable in your Inbox under Message Folders. 
 
The Auto Read-Acknowledge feature is not available for Individuals. 
 

Using AFPEx - Messages 

When you logon to AFPEx for the first time you will be presented with the Pending 
Messages view.  Any new message sent to you will be viewable here.  It is 
important to read the messages that arrive in this view, and Acknowledge them. 
Once Acknowledged, the message will be viewable in the Message Folder tab. 



 

 

To access the Message Folder view select 'Message' from the menu, then click on 
Message Folder. 

 
  

 

The Message Folder view shows messages that you have received in the Inbox 
and messages you have sent in the Outbox.  All messages are kept for a 
maximum of 30 days and cannot be removed from the system within this time 
frame; the legal requirement specified by the CAA.  If you want to move a 
message to Trash, this can be performed by selecting the message and selecting 
the Delete button on the menu bar. 



 

Once you have deleted the selected message(s), they will be moved to the Trash 
folder.  You can restore the message(s) to it's original location by selecting the 
Restore button. 

 

The Prio. column displays the priority of the message.  This is in AFTN format and 
follows the precedence: SS DD FF GG KK.  An SS message is sent concerning the 
Safety of Life usually invoking search and rescue, DD for distress (PAN), FF for 
flight safety (FPLs fall within this), GG general messages such as Met reports and 
finally KK for anything else.   

SS and DD messages must only be sent for the reasons given above.  If you send 
an SS or DD message for any other reason, they will be classed as malicious and 
your account will be suspended. 

The view below demonstrates the type of messages you can expect to see in your 
Inbox.  In the Msg. Type column you can see the following:  ARR - Arrival, DEP - 
Departure, CNL - Cancel, CHG - Change, DLA - Delay and FPL - Flight plan. 



The Body column shows a brief view of the message and finally the Size column 
shows you the length of the message in bytes. 

 

Messages in your Inbox and Outbox can be operated just like your standard e-
mail.  You can Reply and Forward a message to another user as long as you know 
their AFTN address. You can also Operate the message allowing you to send it 
again. 

A really useful feature of AFPEx is 'Operate message as'.  By right clicking on a 
FPL you have sent/received and selecting this feature, it allows you to perform 
functions related to the original FPL.  This is discussed further in the flight 
planning guide. 

For more information on Flight planning messages, please select 'Flight Planning 
Assistance' from the Guides menu. 

 

Filtering Messages 

To filter your current view, select the Filter button from the tool bar. 

 



You will be prompted if you want to perform a Expert or Standard filter.  These 
are the same types as shown in the Retrieving Messages section.  Select the 
'Remember my decision' tick box if you do not want to be asked again. 

 

In this example we will use the Standard filter, for messages that are 5 days, 1 
hour old and contain the text C172.  To filter in a more specific time frame select 
the 'Absolute' radio button.  To perform the filter click OK. 

 

The filter has been applied to the Message Folder view and shows only messages 
with C172 in the text. 



 

Free Text Message 

You can send Free-text messages by selecting the Message menu and the Free-
text template. 

 

A free Text message is a plain message and can contain any information you 
like.  AFPEx does not make any validation checks on these messages. 



 

 

Logging on to AFPEx 

To load AFPEx, either click the 'Login to AFPEx' button and click ‘Login’ on the 
following page or visit www.flightplanningonline.co.uk and click Login. 

Once the applet has loaded, enter the Username supplied to you in your joining 
letter.  Then enter the password that was sent to you by e-mail.  The username 
will automatically be in uppercase, the password is case sensitive.  Once you 
have logged in for the first time, please change your password. 

After logging in for the first time, AFPEx will remember your username. 

http://www.flightplanningonline.co.uk/


 

If you have already registered for AFPEx and lost your login details, please call 
the help desk so that they can confirm your identity.  Once the security checks 
have been completed we can supply you with your Username and reset your 
password. 
 

Changing your Password 

If you have forgotten your password please call the helpdesk. 

 
AFPEx provides you with a connection to the Aeronautical Fixed 
Telecommunications Network directly through the internet.  This is an 
International network used for Aeronautical related messages only.   

Accordingly, access is restricted to verified users.  To ensure that this access is 
protected, AFPEx uses strong passwords.  When you login for the first time to 
AFPEx, we recommend that you change your password to something more 
memorable. 

To change your password, click on the Terminal menu and select Change 
Password. 



 

You will then be presented with the Change Password window. 

 
 
If any of the password combinations that you use do not match our strong 
password policy, then AFPEx will notify you of the problem in the window above. 

Your password must contain a Capital letter, at least one number, be at least 8 
characters in length and not contain a commonly used word. We advise using a 
mix of letter and numbers, keeping the first letter a capital. For example: 

 
Username:   LEWIS_D 
Password:    D4nL3wis 

Forgotten Password 

If you have forgotten your password then it will need to be reset by one of our 
Operators.  Please call the help desk.  Once you have answered a couple of 
security questions, they will send you a new password to the e-mail address you 
have registered with us.  Again, once you login, please change your password. 

 

 



AFPEx User Preferences 

To access the User Preferences, select the Terminal Menu drop down and select 
User Preferences. 
 
The default setup here is designed to meet nearly every users needs, so most 
users may not need to alter any of the settings.  Please remember that once you 
have changed any settings here, you will need to select the ‘Store + Close’ button 
to make them effective. 
 
Most of the Preferences are self explanatory so only the options which require 
further discussion are mentioned below. 

Alarms 

The alarms that AFPEx generates alert the user to significant events on the 
application status and messages that require attention.  We advise you not to 
change any of the options within this feature unless absolutely necessary.  As this 
area notifies the user of SS messages (emergency), changes made to the alarms 
are at your own risk. 

Alarms can be enabled and disabled here by un-checking the tickbox next to the 
description.  

Alarms can be configured for the system to automatically acknowledge them 
when they occur. 

The visual behavior and audio frequency can also be changed here. 

 



Audio 

If you wish to change the Audio produced by the system for Input errors or 
Alarms, this can be changed here.  As this is also associated to Alarms feature it 
is advised that this is not changed unless absolutely necessary. 

 
 



Display 
If you wish to change the Font size used by the AFPEx terminal you can do so 
here.  The default value is set to 10.  The display of the buttons on the toolbar 
can also be changed here. 
 

 
 



Message 
Your default signature is created by your Group name followed by your 
Username.  This is assigned to you when your account is created. 
 
Please see the 'Using AFPEx' section for a brief description on AFTN message 
priority indicators.  We advise you do not to change the default option of GG here 
for free text messages. 
 
The default Aerodrome option is used when you create a FPL.  It populates the 
DEP field automatically with this value.  If you move airfields then you can 
change the default here. 

 

 

 

 



Display 
By default, AFPEx uses forms to allow you to populate messages with ease.  
However, if you prefer to view/operate messages using the freetext option, you 
can change that here. 
 
If you are using AFPEx in a busy environment and operating most messages as 
they come in, the 'Message operate acknowledges original message' option 
can be a useful time saver. 

 

 
 



FPL 
Here you can change the default flight rules that are used when you create a 
flight plan. 

 
 



Message Auto-Print 
If you require your AFPEx terminal to automatically print out your messages, you 
can enable this feature on start-up here. 
 

 
 



Storing a Template 

AFPEx allows you to save any message that you have created, sent, received or 
partially completed.  You can then load these messages in the future to save you 
time completing the forms in the future.  You can share your saved messages 
with others by changing the permissions when you save allowing other AFPEx 
users to read or edit your messages. 

How to: 
To store a message you can either select the File menu, Store; or click the disk 
icon on the menu bar.  Alternatively press Ctrl-S. 

 
 
This will open the Store Template Data window.  You can then name the 
message.  We recommend something that is pertinent to the message that you 
are saving, maybe including your aircraft registration.  Please remember that 
AFPEx is a shared system, so if you choose a name that is already stored by 
another user, you will need to choose another.   
 
To Store your message click OK.  By Default, AFPEx will store the message 
accessible to you only. 
 



Permissions: 
You can change the permissions for Read and Write access for any message you 
store.  To Store the message so that it is accessible to other users within your 
group, select the Group drop-down list and select the option you require, then 
OK. 
 

 
 
To store the message so that any AFPEx user can load your message, select the 
Other drop-down list and select the option you require, then OK. 



 
 
You will notice that the text in the Permissions column will update once you have 
clicked OK and opened the Store/Load window.   
 
As with the radio buttons above, the order is U (User), G (Group) and A (All).   
 
In the current view above, Read (R) and Write (W) permissions for the User have 
been assigned to all templates: RW----.  If you save read and write permissions 
to U and G it will be displayed as RWRW--.  If you save read and write 
permissions to the U, G and A it will be displayed as RWRWRW. 
 
With TEST FPL 1 above, you can see that the User has Read and Write 
permissions and the Group can Read only. 



Loading a Template 

Once you have stored a message, you can retrieve it by either using Load data or 
operating it from the Templates window.   

Templates Window 

To operate the message from the Templates window, select the Parameter menu 
then Templates. 

 

Select the message that you would like to use and select Operate Message 
button.  This will load the template you wish to use. 

 

 



Load Data 

To load a stored message from a form, first select the form type. 

 

Once you have opened up the message form, either select File, Load or select the 
Load data button on the menu bar. 

 
 
 



The Load Template Data window will appear with the stored messages.  By 
default the User (U) radio button will be selected showing messages viewable to 

you only. 
 

 
 
Once you have selected the message you want to load, click OK. 
 
If you want to access a template that has been stored within your group or for all 
users, click the G or A radio buttons above.  You will notice that the example 
above shows a stored message with RW for the User, R for the Group and R for 
All users. 
 
 



Managing Templates 

The Templates window allows you to manage your stored messages effectively 
from one place.  Messages can be viewed, edited, operated and deleted from this 
window.  You can also change the permissions of your messages allowing other 
users to view or edit them. 

Templates Window 

To open the Templates window, select the Parameter menu then Templates. 

 

Selecting the User (U), Group (G) or All (A) radio buttons changes the view 
displaying messages which you have permission to see. 

 

http://fpl2012.myafpex.co.uk/guides/manage_template.html#View#View
http://fpl2012.myafpex.co.uk/guides/manage_template.html#Edit#Edit
http://fpl2012.myafpex.co.uk/guides/manage_template.html#Operate#Operate
http://fpl2012.myafpex.co.uk/guides/manage_template.html#delete#delete


View 

To view a message without making any changes to it, select a message and then 
the view button on the menu bar. 

 

This will open the message with all boxes greyed out.  You cannot edit or operate 
the message using the view option.  To close the template, either click the cross 
at the top of the screen or close the window. 

 



Edit 

To edit a message, select a message and click the Edit button on the menu bar. 

 

This will open the message with all fields accessible.  You can make changes to all 
parts of the message and change the permissions.  To save your changes, click 
the diskette button on the menu bar. 

 



 

Operate 

Select the message that you would like to use and select the Operate Message 
button.  This will load the template you wish to use ready for sending.  It will load 
the message in exactly the same format as if you were using a standard message 
template.  

 

 

Delete 

To delete one or more messages, select the message(s) you wish to delete and 
select the Bin button on the menu bar.  Select the option you require from this 
list. 

 
 



 

Retrieving a Message 

If you want to search for a message within AFPEx you can use the Filter option.  
Please be aware that AFPEx only stores messages for 30 days.  Any messages 
older than this are automatically deleted from the system. 
 
To retrieve a message, select the Retrieval menu and the type of retrieval you'd 
like: Select New Retrieval for Standard or New Expert Retrieval for Expert. 
 

 

 
 

First we will take a look at a Standard retrieval. 
 

To search for a message within a specific time frame select the 'Absolute' radio 
button.  In this example we will perform a 'Relative' search looking 6 days and 1 
hour into the past.  To search for specific text enter in the Free Text box.  We will 
search for the aircraft type C172.  Once you have constructed your search select 

the 'Retrieve + Close' button. 
 



 
 
 

The search results will be displayed.  Here we can see the search has returned all 
messages 6 days and 1 hour old with the text C172.  There are 2 messages, one 

in the Outbox and one in the Inbox. 



 

 

To create an Expert retrieval select 'New Expert Retrieval from the Menu.  You are 
presented with the same time frame options as the Standard retrieval.  The filter 
constraints section allows you to build the search, press the Add Criterion button 
to add the first set of criteria, then select the drop down menu option you 
require. 
 
In this example we will perform the same search as before by asking to search 
for Aircraft Type, is, C172.  To add another search pattern simply add another 
line by selecting the Add Criterion button again.  To add more specific criteria to a 
search, select the Add Group button. 
 
Select the 'Retrieve + Close' button to perform the search.  The same results as 
before will be displayed. 



 

 
 

Message Auto-Print 

AFPEx can be configured to automatically print all or specific messages as they 
arrive in your mailbox. 

To add a printer, select Message Auto-Print from the Parameters Menu. 

 
 
The Message Auto-Print window will open.  You can then select the Add button to 
start adding your printer. 
 



 

Add a name that refers to your printer.  In this example we will setup the printer 
to only print flight plans, so we'll name it appropriately.   
 
If you are a member of a group, you can configure access here.  As you can see, 
there are more tick boxes to configure how you would like your messages 
printed. 
 
Press the 'Select' button to select the printer you wish to use from the list.  The 
printer list will show the printers installed on your computer.  Press OK to close 
the window. 
 

 
 



Once you have selected the printer you wish to use, press the Setup button to 
configure the messages that AFPEx will print for you. 
 

 
 
To add the mailboxes that you are currently monitoring, select the 'Add 
Monitored' button.  If you have access to more than one mailbox you can select 
the 'Add Allowed' button to add all mailboxes.  Mailboxes can be removed by 
selecting the 'Remove' button.   
 
If you wish to print messages that you send select the 'Outgoing' tick-box. 
 

 
 
Select OK if you want to print all messages.  If you wish to print only specific 
messages, these can be configured here by creating a Filter.  Select the 'Add 
criterion' button to start creating your filter.  Use the drop down boxes to build 
the filter specific to your needs.  Below is an example that will print only FPL 
messages.  Select OK when you are finished. 
 



 
 
Your printer will now be displayed in the 'Message Auto-Print' window.  If the 
printer is ready it will show green next to the name.  To start printing messages 
to the printer select the 'Start' button. 
 

 
 
Once the printer is started, a printer icon will be shown in the green box.  The 
printer will start to print messages as configured. 
 

 
 
If you have more than one printer installed on your computer/network, you can 
add more printers to perform other jobs. 
 
When you log off, the printer will be stopped automatically.  When you log back 
onto AFPEx the printer will need to be started.  When the printer is started, you 
will be prompted to print any newly arrived messages. 
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