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IASO/Supervisor Instructions:
1. Navigate to the Share Point homepage in your web browser.
2. Under Top Items please select the link that says: Domain User Request
3. You will need to complete all of the following documents: 	                                      DD2875, AUP IT Policy Letter, Register in ATCTS and IA Awareness Training.
4. NOTE: THE DD2875 MUST BE DIGITAL AT ALL TIMES. AT NO TIME CAN YOU SCAN THIS DOCUMENT OR IT WILL BE INVALID. ALL SIGNATURES MUST BE DIGITAL. THIS DOCUMENT MUST HAVE ALL REQUIRED SIGNATURES FROM EACH SECTION BEFORE IT IS COMPLETE. (See section #27 for detailed instructions)
5. The user must digitally sign the AUP IT Policy Letter. Please save this form with their FIRSTNAME.LASTNAME as the title of the document.
6. Create ticket  @ http://55.72.250.41/footprints.  Upload AUP and DD2875 with the ticket. 
7. ATCTS will be verified by the INFOSEC manager.
8. Once all of the supported documentation has been completed the Supervisor or IASO will submit the New Domain User Request ticket.
9. Navigate to the Share Point homepage in your web browser.
10. Under Top Items select J6/DOIT IT Self Service Request.
11.  Once you are logged in you will click New Request.
12.  At the very top of the ticket you will see a drop down menu. Open the drop down bar and select New Domain Account. Then select Use selected Template.
13.  Next a pop up window will open up and it will ask you have you want to perform this action. Please select “Yes, I would like to use the selected Quick Ticket Template.” Then select the GO button. It will take a few moments to load.
14.  The ticket will have all of the information you need to submit the ticket. All the Supervisor or IASO need to do is upload those completed supporting documents by selecting the Attach Files button under Attachments and upload the completed documents. Once the documents have been uploaded please select the SAVE button. DO NOT CLICK MULTIPLE TIMES ON THE SAVE BUTTON. IT WILL GENERATE DUPLICATE TICKETS. CLICK IT ONLY 1 TIME AND WAIT FOR THE TICKET TO BE SUBMITTED.
