DEPARTMENT OF THE ARMY

OFFICE OF THE ASSISTANT SECRETARY

(MANPOWER AND RESERVE AFFAIRS)

WEST CIVILIAN PERSONNEL OPERATIONS CENTER

GREELY HALL BUILDING 61801

FORT HUACHUCA,  AZ  85613-5000

REPLY TO

ATTENTION OF
[image: image1.wmf]DAPE-CP-W-A
















1 March 2004

MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:  External Standard Operating Procedures E-04-02 for Requesting Creating/ Modifying User Accounts for Army’s HR Applications (Supersedes E-01-10, dated 1 Apr 2002, and E-01-11, dated 8 Apr 2002)

1.
PURPOSE:  To establish formal, consistent and efficient operating procedures for requesting user accounts for Army’s HR Applications for West CPOC users.

2.
SCOPE.
The WCPOC, Civilian Personnel Advisory Centers (CPAC), and Non Appropriated Fund (NAF) Representatives within the West Region will comply with the procedures in this SOP.

3.
RESPONSIBILITY.


a.
CPAC and NAF representatives will follow the guidelines in the “Requesting Accounts for Army Civilian HR Applications” document (Encl 1) when requesting new user accounts, modifications, or end-dating accounts.


b.
WCPOC Information Services Division will follow the guidelines in the “Requesting Accounts for Army Civilian HR Applications” document (Encl 1) to provide new or changes to user accounts. 

4. PROCEDURES.


a. For access to Central Site applications, the CPAC or NAF representative will forward completed copies of both the SANAR and DCPDS User Request Form to the West CPOC.  The DCPDS User Request Form must be submitted as a word document electronically to the West CPOC helpdesk (HelpDesk@cpocwcp.hua.army.mil) and the System Access Nomination and Authorization Request  (SANAR) form must be faxed to the West CPOC at (520) 533-8141 or DSN 821-8141.  For modifications to a user account, the DCPDS User Request Form must be submitted as a word document electronically to the West CPOC helpdesk.  The CPAC or NAF representative will be notified once the requested action has been completed.

b. For access to HQ DA applications, the requestor’s organization IASO will fax the SANAR form to HQ DA, Civilian Personnel Systems Management Branch at (703) 325-5084 or 
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DSN 221-5084.  As stated in the attached document, HQ DA will act on the request and provide the userid/password to the requester, coordinating with MACOMs where applicable.  A listing of the HQ DA applications can be found on page 4 of the attached document.

      c.  Enclosure 2 is the SANAR Form.  Instructions for completing the SANAR form can be found in Enclosure 1, page 4.


d.
Enclosure 3 is the DCPDS User Request Form.  Instructions for completing this form can be found on pages 2 and 3 of the form.
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2.  SANAR Form 

3. DCPDS User Request Form 

DISTRIBUTION:

CPAC, POM DLI ATTN:  ATZP-CPO 

CPAC, Dugway Proving Ground, ATTN:  STEDP-DBO-PCA-RP  

CPAC, Fort Huachuca, ATTN:  ATZS-CP 

CPAC, Fort Irwin, ATTN: ADZJ-CP 

CPAC, I Corps and Fort Lewis, ATTN:  I CORPS:  AFZH-CP

CPAC, Sierra Army Depot, ATTN: SIOSI-CP

CPAC, Tooele Army Depot, ATTN:  SIOTE-RSH

CPAC, White Sands Missile Range, ATTN:  CSTE-DTC-WS-WO-C

CPAC, Yuma Proving Ground, ATTN:  STEYP-CS-CP

CPAC, COE, Seattle, ATTN:  CENWS-HR

CPAC, COE, South Pacific Division, ATTN:  CESPD-HR

CPAC, COE, Walla Walla, ATTN:  PERSONNEL OFFICER

CPAC, Fort Bliss, ATTN:  ATZC-CP

CPAC, Corpus Christi Army Depot, ATTN:  SIOCC-RS-PE

CPAC, HQ's III Corps and Ft Hood, ATTN:  AFZF-CP    

CPAC, COE, Kansas City, ATTN:  CENWK-HR

CPAC, COE, Omaha, ATTN:  CENWO-HR

Chief, Customer Focused Division 1, ATTN:  DAPE-CP-W-CFA

Chief, Customer Focused Division II, ATTN:  DAPE-CP-W-CFB

Chief, Information Services Division, ATTN:  DAPE-CP-W-A

Chief, Human Resources Development Division, ATTN:  DAPE-CP-W-T

Chief, Management Support Office, ATTN:  DAPE-CP-W-M
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