User Registration & Approval Process of Document Management Tool

From AKSS Homepage, clicking on the Document Management Tool takes the users to the following page:

There are two options available to the users:

· Login to the Document Management Tool (authorized users)

· Request for access to the Document Management Tool by registering(new users)

Authorized users are the ones who requested access to the Document Management Tool and were approved by a designated administrator.

New users can request access by registering and providing the following info:


User ID*


First Name


Last Name


Password*


E-mail address


Commercial Phone


DSN Phone


Organization Name


Comments (in comments – include information on what documents you are requesting to input or have access to)

* Users can pick their own UserID and Password. If the UserID entered matches an existing one, appropriate message is given

When new users submit the required information, an e-mail is generated and sent to the Program Manager (DAU designates the approver).

There is a screen in the Document Management Tool available only to the designated administrator (the Program Manager) to approve or reject registered users.

· This screen lists all the users who have requested access to Document Management Tool.

· All new user accounts initially have a “Pending” status.

· Administrator can either “Approve” or “Reject” one or many user accounts at one time.

· Once approved, user account status changes to “Approved”

· Administrator will have to contact the User either by phone or e-mail to let them know that the account is approved. 

Users who registered for access but are not yet approved will get a message if they try to login to the Document Management Tool informing them the account is pending approval.

