[bookmark: _GoBack]NEW EMPLOYEE CAC CARD and IT ACCESS
New Employees to the Adjutant General’s Department will use the following instructions to obtain a CAC Card and an Email Domain.  
SUPERVISOR WILL NOTIFY THE APPLICANT in writing when making a Conditional Job Offer to:
· Contact Dawn Michael, Security Manager, (785-274-1067) or Logan Littell (785-274-1707) to schedule a date and time to get fingerprints taken.  Employees located outside of the Topeka area will be advised of a location near them to get fingerprints.

· Forward a copy of Birth Certificate, Resume and OF 306 to the Security Manager:
· Dawn.m.michael2.mil@mail.mil
· Logan.d.littell.mil@mail.mil
· Selected applicant will complete the “Declaration for Kansas TAG Employment” as part of the interview process.
· Supervisor will complete the PSIP Request Form and the Request for Background Investigation form, and send with a copy of the employee’s application to the Security Manager via above email.  
·  Applicants who currently have Security Clearance must contact the Security Manager to verify that their clearance is what is needed for position and/or if fingerprints are needed to be retaken. 
FIRST DAY OF EMPLOYMENT
· Supervisor and employee will complete the System Authorization Access Request (SAAR) and forward to Security Manager via above address.
· Within the next 3-5 days the employee will be able to get a CAC Card through DEERS.  If not available, please contact either Tammy Wells-Switzer (785-274-1165) or Doug Roudybush (785-274-1164) to check on the process.
· Once CAC is secured, Supervisor will provide and support employee with the following:
· Department Of Defense ‘Standard Mandatory Notice and Consent’ document to sign as acknowledgement and consent to the conditions of use of the U.S. Government information system.  
· Complete the Domain User Request and AUP IT Policy Letter.
· Complete the Registration for ATCTS
· Take the IA Awareness Training
· Complete the Cyber Awareness Challenge Training
· Successfully complete the Cyber Awareness Challenge test.
Normally, the Employee will have access to the DOD IT system within 24 to 48 hours.  
Expect that each new form or training completed will take 24 hrs to load into DOD system. 
RENEWING YOUR CAC CARD

Current Employees holding a CAC Card or Temporary CAC Card should contact the Security Manager 30 days prior to the expiration date of CAC Card to schedule a date and time to get fingerprints completed.
 Employees located outside of the Topeka area will be advised of a location near them to get fingerprints.
Security Contact Information:

Dawn Michael, Security Manager, 785-274-1067
· Dawn.m.michael2.mil@mail.mil

Logan Littell, 785-274-1707
· Logan.d.littell.mil@mail.mil

· Supervisor and employee complete the System Authorization Access Request (SAAR) and forward to Security Manager via above address.  

· Within the next 3-5 days the employee will be able to get a CAC Card through DEERS.  If not available, please contact either Tammy Wells-Switzer (785-274-1165) or Doug Roudybush (785-274-1164) to check on the process.

All questions should be sent to Ms. Michael or Mr. Littell.
CAUTION:  Do not let your CAC CARD expire!
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