The following process may take approx 1 hour.  You may create as many local accounts as required at one time just insure that you record the correct account number against the correct user.

Creating local accounts –  (local assigned)

1. In the JCALS Session Manager window, select the Administration folder and double-click the System Administration icon.  The JCALS Administration window opens.

2. Select Manage Sites Type, Administer JCALS Organizations and Personnel Subtype and click the OK button.  The Administer Site Organizations and Personnel window opens.  Click Clear and then in the last name field enter the last name of the employee that will be assigned the local account number and click apply.  On the left side is the name of the organization that the employee is assigned to.  Select the organization (hi-light it) and click on Edit button.    The Edit Organization window that opens showing the organizational information that is contained in JCALS.     

3. Click the Add button located on the middle right side.  The Add Address window opens. 

· Address Function: should be TAC1-TM Account
· From the Address Use area Select either FMS or Contractor or leave blank to determine if the account will be an F*, E*, or D*. Almost all accounts in ACC will be F*. Very few will be E* and none will be D*.
4. Enter the appropriate information into the Required Address Format fields as follows: 

· Point of Contact: Attention  (THIS ENTRY IS MANDATORY OR IT WILL NOT APPEAR ON THE MASTER ADDRESS REPORT)          

· Activity: TODO

· Attention: Org. ID

· Address Line 1: Street address

· Address Line 2: NOT USED

· City (APO/FPO): As required

· State: select from dropdown list

· Zip Code: As required

DO NOT USE SPEDIAL CHARACTERS ANYWHERE IN THE

“REQUIRED ADDRESS FORMAT” AREA!  ( I.E.  @ # & * ( ) ‘ “  * ! ,  /  )

 Commas will cause additional blocks to be created on the shipping label that don’t exist resulting in some shipping data being left off. Similar problems occur when using other special characters 

5. Click the OK button located on the bottom of the window.  This will create an Address number and return you to the Add Organization window.

6. Click the OK button. 

7. Close all JCALS Administration windows when complete.


NOTE:

       ALTHOUGH YOU CAN SEE THE NEW ADDRESS CODE IN THE PREVIOUS SCREEN YOU CAN’T DO THE NEXT PROCESS UNTIL THE TXP UPDATES. THIS HAPPENS AT ¼ AFTER AND ¼ BEFORE THE HOUR, EVERY HOUR.

Add Main Acct Profiles

1. 
In the Select a TM Process Type and Subtype window, select Manage TM Accounts Type and Request A New TM Account Subtype. Click the OK button. The Request a New TM Account window opens.

NOTE:  When you login you are NOT in the organization of the user that needs the local account.  The system will generate a message stating that no address code(s) have been established.  THIS IS CORRECT

2.     In the Request a New TM Account window CHANGE THE ORGANIZATION BLOCK TO THE ORGANIZATION  THAT THE LOCAL ACCOUNT WAS CREATED UNDER.   Click the address code down arrow – the newly created F* or E* or D* will appear – select it.  Then complete the form as follows:


- UNDER ACCOUNT AUTHORIZATION:


-- Select BOTH if account is to be utilized for both Requisitioning and Initial Distribution 


- UNDER ACCOUNT PRIORITY:


-- priority is ALWAYS 15.


- UNDER ACCOUNT SECURITY:


-- Select the HIGHEST Level of Maintenance that the organization is authorized to   


   order/maintain.  (The majority of times this is unclassified)


- UNDER MEDIA CODE/ALTERNATE MEDIA CODE:


-- Select first mode as Paper and Second Mode as appropriate


- Under Unit Level:


-- Leave Blank.


- UNDER SPECIAL DESIGNATOR:


-- Select AF


- UNDER MAJOR COMMAND:


-- Select ACC or as appropriate.

4. By default the account will be assigned to you. Most of the time you will want to reassign the account to the primary and alternate account POC’s. (TODO’s)


- Click on the “people chooser” icon next to the person you want to reassign


- Click on the Reassign button from the View Personnel screen

- Select Clear. From the last name block, type the last name of the individual that you want to assign the account to then click Apply.


- Highlight the name of the individual from the results displayed and click OK 


- Repeat the above steps for the Alternate POC (as required)

3. Pull down the File menu and select Save.  An Information window will appear, stating that the request for an Account has been successfully saved to a new Workfolder and the new Workfolder name is provided.  The Workfolder name also populates the Workfolder Name field in the Request Section.  The Account Status field is changed to Active.  The Options menu becomes active and allows selection.  The Request Status field is changed to Saved.

Perform the following steps if the account will be used “For Official Use Only” (FOUO) or require authorizations for CPINS. 

If this is not required, skip ahead to step 8

4. Pull down the Options menu and select Specify Control Information. The Modify TM Account Control Information window for the account specified will come up.

5.  From the Access Codes field select the Choose button. The Choose Access Codes screen will come up. Highlight either Computer Program Identification Number (CPINS) or For Official Use Only (FOUO) and select OK. If the account requires both, repeat the process, select the second requirement and select OK again. Codes selected are now displayed in the Access Codes field.

6. To select the security level for CPINS associated with this account, select Choose from the ACPINS Restrictions field. From the Choose ACPINS Restrictions screen select the level of security required for this CPINS account and select OK. The level you selected will be displayed in the ACPINS Restrictions field.

7. From the Modify TM Account Control Information screen select OK button in the lower left corner to save the information you have just inputted. This will take you back to the Request an Update to TM Account screen.

8. Pull down the Options menu and select Approve. User will see an information window that tells the account was approved. 

9. Select File and Close. New account is ready to use.
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