Dare 1010112015 Requesting a NAP User Account

Version: 1.3.2.3

To request a NAP User Account 4 On the the User Information tab on Request

User Account dialog box, complete the following

information about your request, and then click the

Next >> button

2 On the Government Warning dialog box, click the - First Name*
Accept button.

1 Start your Internet browser, type https://nap.nwcg.
gov/NAP/ in the Address bar, and then press [Enter].

- Agency*

- Middle - Office Number*
- Last Name* - Mobile

- Job Title - Fax

- Employee Type* - Email*.

3 On the NAP Home screen, click the Request User
Account button.

- Organization Unit*
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Supported Applications

9) Step 1 - Enter User Information

First Name: )
Widdle: | ]
LastName: % )

JobTitle: | |

office Number: [ ) - | Ext :]

Mobile: [ ) -

Fax () -

EMait: X |

Employee Type: % PermanentFull-Time  +
Enter all or part of your Organizational Unit name. For example:
Pacific Ranger District or Pacific or Ranger District

ational Forest or Willamette or National Forest.

Willamet

Organization Unit; 3/ 5

Agency: | Sea

®

Y
Helpdesk: 866-224-7677 5702

I h l d k d i ) a7 %
email: helpdesk@dms.nwcg.gov %tA?é*
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To request a NAP User Account - continued

5 On the Applications Requested tab, click the
Application Access drop-down arrow, and then click
the Application of your choice.

Requesting a NAP User Account

8 When finished adding all Contact Information, click
the Next >> button.

9 On the Identity Verification tab, click the Identity
Verification Contact drop-down arrow, click the
Contact of your choice, and then click the Next >>

6 Click the Instance drop-down arrow, click the button.

Instance(s) check box(es) of your choice, and then

click the Next >> button. If you specified only one manager or supervisor in

. e L. step #7, you can skip this step!
7 On the Identity Verification tab, complete the

following contact information for the manager or
supervisor who will verify and approve your request

- Title*
- Email*

10 On the Summary tab, click the Save button, and
then close your Internet browser.

Once you obtain your NAP User Account(s) and
Temporary NAP Password from donotreply@nwcg.
gov, perform the tasks outlined in Getting Started

- Phone Number®. Checklist for NAP.

Screen captures

Request User Account X

- Contact’s First Name*
- Contact’s Last Name*

-
Request User Account Request User Account

User Information Applications Requested User Information Applications Requested User Information Applications Requested

s o the following application instances

to the following application instances

@) Step 2 - Requested Standard andior Privileged

Application Access:

SelectApplication.

Instance:

Enter the individual who can
yourself (Agency employee:
contracting office personnel.

Contact's First Name: 3

EIS-e-ISuite Enterprise
ICBS-Interagency Cache Business System
IWADMIN-INGIVEB Administration
0ls-Organization Information System
ROSS-Resourcs Ordering and Status System
WINS-Weather Information Management System

Contact's Last Name: 3|

a' Step 2- Requested Standard andior Privileged

e Step 2 - Requested Standard andior Privileged Account Access to the following application instances

Application Access: [ ROSS-Resource Ordering and Status System

Instance: %( PROD (Standard)

Enter the moviaual who can| ) 22l
[ mploys

yourselt (Agency emplojees. ] pRop (Privleged)

contracting office personnel.
[ PROD (standard)

Contact's First Name: %

Contact's Last Name: %[

Application Access: [ ROSS-Resource Ordering and Status System

3

Instance: s PROD (Standard)

=)

If. (Agency employees: enter manager or supervisor. Con
contracting office personnel }

Enter the individual who can validate your need to access this application. You CAN NOT validate
. Contractors: enter yol i

Contact's First Name: sk [T

Contact's Last Name: 3V

Title: %/ Program Specialist

Title: % | Title: %

Phone Number: %13 w1

L

@fsfedus

Phone Number: () Phone Number: [ ) - |

E-Mail: 3k | E-Mail; k| E-Mail: |

Request User Account

User Information Applications Requested Identity Verification

Step 3 - Select identity Verification Contact
Selectthe individual who can validate your identity and the need for a NAP account

Selectirom the Application Verifiers entered on the previous page.

Identity Verification 3 | (
Contat:

Contact's FirstName:

Contact's Last Name:  \

Title:  Program Specialist

Phone Number: Ext

On confirmation and approval of your request,
you will receive two email messages from
donotreply@nwcg.gov. One message identifies
your new NAP User Account and the other
identifies your Temporary NAP password.

Request User Account

Identity Verification Summary
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User Information

® 9) Step 4 - Review Summary
User information: Johnny Appleseed
Colorado State Forest Senvice State Foresters Office

Applications Requested

Employee Type:  PermanentFull-Time
Application Instances 55
Reques PROD (Standard)

Identity Verification
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