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1.  SCOPE.

1.1  Scope.   This Supply Chain Management Center (SCMC) Standard Procedure (SP) is applicable to all processes related to the System Authorization Access Request form.

1.2 Purpose.   This SP establishes SAAR Guidelines and defines SAAR procedures to be used within the center.

1.3  Applicability.  This SP is applicable to all SCMC organizational elements.

2.   APPLICABLE DOCUMENTS.

Public Law 99-474

3.  DEFINITIONS.

See SCMC-MMD.00 for definitions.

4.  PROCEDURE.

4.1  General.  The responsibility for SAAR request/submission resides with the user.  

4.2  Concept.  Request and submission of the SAAR results in access to and use of the MCDSS system.

4.3  Process.

4.3.1 Incoming request for a MCDSS account are processed by SCMC to enable the user to access and process information within MCDSS.

4.4  Management Review.  The frequency of review will be on an as required basis.

4.5  Responsibility.

Actionee




Action
	Materiel Support Branch
	4.5.1

4.5.2

4.5.3

4.5.4

4.5.5

4.5.6

4.5.7

4.5.8

4.5.9

4.5.10

4.5.11

4.5.12

4.5.13

4.5.14

4.5.15

4.5.16

4.5.17

4.5.18


	Receive and process request for new MCDSS account (see attached forms).  Page one is the users’ information and page two is the instruction sheet.

Access the mrc server.

Access the connector to MCDSSP.

Access MCDSSP.

Open MCDSSP.

Select a category.  This must be the category the user will work in, i.e., Materiel Manager, DLMP, Branch Head, etc.

Highlight user name.

Select Edit and Add to bring up the user information box.

In caps Insert the user name, last, first, and middle initial and/or rank if military, con if contractor.  Phone number should be the last four numbers only.  Section is left blank.  User ID is the users’ ACID. Org ID must be numerical only.

Click the “OK” button to enter the user information.

A box will appear on the upper right side of the screen that contains all the user information.  Users’ password will be the users’ ACID.

Close out of the mrc server by clicking the “X” in the upper right hand of both screens (current screen and next screen).

Double click on the MCDSS MRC icon.

Repeat steps 4.5.3 thru 4.5.6 as listed above, as the screens are identical.

Click on the new users’ category and then right click on the new users’ name.

Select “Edit” from the drop down menu.

Highlight the change the “Password Tries” box from 3 to 1.

Exit the system.




5.  NOTES.  None.

6.  DATA, FORMS AND REPORTS.  

1).  Users’ information form

2).  Users’ information instruction sheet

	SYSTEM AUTHORIZATION ACCESS REQUEST (SAAR)

	PRIVACY ACT STATEMENT

Public law 99-474, The Counterfeit Access Device and Computer Fraud and Abuse Act of 1987, authorizes collection of this information.  The information will be used to verify that you are an authorized user of a Government Automated Information System (AIS).  Although disclosure of the information is voluntary, failure to provide the information may impede or prevent the processing of your "System Authorization Access Request (SAAR)”.  



	1.  DATE OF REQUEST:
	2. TYPE OF REQUEST: 

    ____INITIAL        ​​____MODIFICATION            ____DELETION

	3. NAME:  Last, First, MI



	4.   USERID:
	5. DIVISION/SECTION:
	5a.  PHONE NUMBER:


	6. LIST OF MCDSS ROLES: Access is dependent upon the Individual’s job function as defined below.

(Appendix E contains the Role Access descriptions)  SELECT ONE OF THE FOLLOWING:

Role: _________

   11 Capability Power User                      * 17 MWS Section Head                       23 Maintenance User                            

 *12 Weapon System Manager                    18 Supply Clerk                                 24   PEI User

 *13 Inventory Manager                            *19 Branch Head                                 25   Capability User

 *14 Section Head                                        20 CORE User                                * 26   DLMP Power User

   15 MWS Inventory Manager                   22 User (READ ONLY)                    27   War Game User

   16 Budget Analyst                                                                                               28  PEI Power User 

*  These Roles require MRCs linked to the Individual and appropriate supervisor (s)

A MRC FORM follows.  The MRC Form and Map is attached as Appendix D for your convenience.

                                                                                            

	7.  ROLE MODIFICATION: 

  ________ NO:  Please proceed to #s 8 - 11 

________YES:  Please fill out   #s 7a –11



	7a. ROLE FROM:
	7b. ROLE TO:

	8. ACCESS JUSTIFICATION:


	STATEMENT OF ACCOUNTABILITY:

I UNDERSTAND MY OBLIGATION TO PROTECT MY PASSWORD.  I ASSUME THE RESPONSIBILITY FOR THE DATA AND SYSTEM FOR WHICH I AM GRANTED ASSESS.  I WILL NOT EXCEED MY AUTHORIZED ACCESS.



	9. SIGNATURE OF INDIVIDUAL (Requesting Access):

	10. APPROVAL SIGNATURE (DSBrHd/PHONE NUMBER:

	11. DATE SAAR COMPLETED: 


	
	
	


	SYSTEM AUTHORIZATION ACCESS REQUEST (SAAR) MAP

	NR
	FIELD NAME
	DESCRIPTION
	ADDITIONAL INFORMATION

	

	1
	DATE OF REQUEST
	Date that the SAAR is filled out
	

	2
	TYPE OF REQUEST
	a. Initial:  This is the first time the request has been forwarded for this Individual.

b. Modifications:   This is a change to a previously submitted request.

    (1) MRC Changes:  A Manager Review Code (MRC) form is attached for your convenience.

    (2) Role Change:  The Individual has moved from one area to another.

c. Deletion:  The Individual has left the Branch or has moved from the MCDSS arena.  
	1. MRC FORM: If the Individual has MRCs assigned, the MRC form must be filled out.

2. MRC FORM The Individual’s Chain of Command needs to be identified on the MRC form.

3. If Deletion is selected, fill out 1-6 and 9 -11

	3
	NAME
	Name of the individual for whom the SAAR is being submitted.
	

	4
	USERID
	ACID of the individual for whom the SAAR is being submitted.
	

	5
	DIVISION/ SECTION
	Division and Section Code of the User for whom the SAAR is being submitted. 
	Ex: Code 831/1, Code 841.2, etc.

	5a
	PHONE NUMBER
	Phone number of the Individual for whom the SAAR is being submitted.
	

	6
	LIST OF MCDSS ROLES
	Roles have been designed by the Subject Mater Experts during development to coincide with the Individual’s work functions   (Select one of the following)

Role should be dependent upon the Individual’s job function

   11- Capability Power User                                                     20 - CORE User         

 *12 - Weapon System Manager                                               22 - User (Read Only

 *13 - Inventory Manager 
                                                       23 - Maintenance User


 *14 - Section Head

                                         24 - PEI User


  15 - Code 823 Inventory Manager
                                         25 - Capability User
   

  16 - Budget Analyst
                                                       26 - DLMP Power User                       

  17 - MWS Section Head
     

                          27 - War Game User


  18 – Supply Technician                                                          28 - PEI Power User                                             

  19 - Branch Head

*  These Roles require MRCs linked to the Individual and appropriate supervisor(s)

A MRC FORM follows The MRC form is attached as Appendix D for your convenience.

	7
	ROLE MODIFICATION
	NO= Initial Request

YES = The User has moved from one Role to another Role.  
	YES:  Ex:  During the Initial Request, the Individual = Role 13, Inventory Manager.  .Now Individual = Role 16, Budget Analyst.

	7a
	ROLE FROM
	Role previous submitted on the Initial Request

	Ex (as above):  Initial Request  = Role 13

	7b
	ROLE TO
	New Role to which the Individual is being moved.
	Ex (as above):  New = Role 16

	8
	ACCESS

JUSTIFICATION 
	Enter a brief description of why access is requested.
	

	9
	INDIVIDUAL’S SIGNATURE
	Signature of the Individual for whom the SAAR is being submitted
	

	10
	APPROVAL SIGNATURE (DSBH) /PHONE NUMBER 
	Signature of the Decision Support Branch Head
	

	11
	DATE SAAR COMPLETED 
	Date the Modification Team completed the SAAR
	

	


7.  QUALITY RECORDS.  

8.  FLOW DIAGRAM.
Appendix A 

System Authorization Access Request Flow Diagram
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