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SECTION 1.
INTRODUCTION

The Joint Personnel Adjudication System (JPAS) is a DoD system that will use the web to connect security personnel with a database managed by DoD Agency Central Adjudication Facility (CAF). JPAS provides real-time information regarding clearance, access and investigative status to authorized security personnel.

The term “Security Clearance” will be replaced by:


Eligibility: Issued by the government, JPAS will automatically record “Eligibility” at the highest level commensurate with the level of investigation.


Access:    Assigned by the Facility Security Officer, based upon Need-to-Know and Facility Security Level..

When fully implemented:


Requests for initial clearances and periodic reinvestigations will be submitted using e-QIP. See Section 4.6   Page 33


The DISCO 562 will not be used. The FSO will submit reinstatements and 

                  conversions and terminations using JPAS


DISCO will no longer issue the Letter of Consent (LOC) , it will be replaced by the JPAS eligibility change notification. And the JPAS Person Summary


The Validation (Meads) Report will be replaced by the JPAS Personnel Report.

In effect it will be a paperless world, the security records you maintain will be up to you and your DSS representative 

         GETTING STARTED

I  recommend that as a first step, attempt to access the JPAS web site


https://jpas.dsis.dod.mil
If you can access the net go to “ACCESS REQUEST”

The required registration forms are there 


JCAVS Form for Industry


Also download “The Desktop Resource for the Joint Clearance amd Access Verification System (JCAVS)   (August 2004)


There are other valuable items at this page

If you cannot access the net, you can get the required forms by calling the JPAS Help Desk   888-282-7682 Option 2. They will e-mail you the required forms. At this point you need to get your system administrator involved, if you are a .net or .org or if your service providers goes thru a .net, you have to submit a second form providing your IP address. Also you may have a firewall in your system. If that is the case give me a call. Another thing that you can try is to access the web site on a home computer. That might confirm that you have a net problem in the office.

Once you have you have completed the forms, they can be faxed to :


703-325-1003 

Samples of the required letters are attached

1. Access Request Form for Industry (this one has been replaced by the downloadable JCAVS Form for Industry
2. Request Letter

3. JPAS IP Address Request ( if you encounter net problems)

      REFERENCES:


JPAS web site:


https://jpas.dsis.dod.mil

JPAS Help Desk


888-282-7682   option 2


JPAS Fax for Account Requests
703-325-1003


Mid Atlantic Chapter NCMS Help
732-747-8277







dean.wright@epscorp.com

Exhibit 1
Access Request Form

SYSTEM ACCESS REQUEST    (download from JPAS Web Site) https//jpas.dsis.dod.mil  ACCESS REQUEST     JCAVS FORM FOR INDUSTRY

1.
TYPE OF USER       NISP Contractor

2.
TYPE OF REQUEST

Create an Account

3.
USER IDENTIFICATIO
Complete for each user

4. and 5  NOT REQUIRED FOR INDUSTRY

6.
JCAVS
Account Manager / User /  Initiate PSI

Type of Access Requested Industry  Select Level, same level for both.

NOMINATING GOVERNMENT OFFICER       Your President /CEO etc

VALIDATING OFFICIAL 
Leave Alone

Fax along with request letter (Exhibit 2) to  703-325-1003

[image: image1.png]25 March 2004
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Account Registration
229 Brookley Averiue .
Washington, DC 20032
JPAS

Fax: 202-404-2930

To Whom It May Concern:

The purpose of this letter is to appoint Dean Earl Wright as the Primary Account
Manager and Francesco Antonio Musorrafiti to be an alternate.

Primary Account Manager:  Dean Earl Wright
SS#

Alternate: Francesco Antonio Musorrafiti
SS#

Should any additional information on this subject be required, please contact Dean E.
Wright at 732-747-8277 x-1002.

Thank you for your kind assistance.

Respectfully,

Fr\écesco Musorrafiti
Chairmart and Chief Executive/Officer

DEW:Ib
G s LR

EPS Corporate Headquarters
78 Apple Street, Tinton Falls, New Jersey 07724-2695
Telephone (732) 747-8277 Facsimile (732) 530-47268 E-mail: eps@epscorp.com




Exhibit 3
JPAS IP Address Request

[image: image2.png]DATE: 6 July 2004
JPAS P Address Request

PLEASE FAX TO 2002-404-2930

Our Company (Engineering and Professional Services Inc, CAGE CODE 64022),
(EPS Technology Solutions CAGE CODE 1VZF2) &
(EPS Network Solutions CAGE CODE 1V1P0)
is requesting access to JPAS.
Currently our company is a (.com however our service provider uses .net) . Please allow the following source
TP Address (network and/or host) access to the JPAS system via TCP port 443.

Help Desk Ticket Number:

Company Name/ Location Cage Code  IP Address/Range Verified by Help Firewall
Desk Agent Admin

Engineering and Professional 64022 66.147.177.161

Services Inc 66.147.177.162

78 Apple Street

Tinton Falls, NJ 07724

Requestor Signature:__ @M@/_ Date: é]uly 2004

Requestor Name: DEAN E. WRIGHT

Requestor Organization: Engineering and Professional Services Inc.
Phone; 732-747-8277

E-mail address: dean.wright@epscorp,com

Engineering and Professional Services inc.
78 Apple Street

Tinton Falls, New Jersey 07724

Phone: (732) 747-8277

Fax: (732) 530-4726

eps@epscorp.com



 

      HELPFUL HINTS, WARNINGS, ADVICE:

DO NOT (REPEAT) DO NOT USE THE BACK ARROW or “X” (except for the access or gateway screen and when they say it is ok) ALWAYS USE THE LEFT HAND MENU.

BE SURE THAT YOU ARE IN YOUR SMO. Has a nasty habit of changing when you scroll through the record.

ALWAYS SAVE WHEN IT ASKS YOU TO. After you have saved can CANCEL to return to the home screen. The cancel is the way to get out once you have saved. 

You can not correct the header information, if the person is a DoD person.

Keep a log of your RRU’s and follow-up with DISCO

Keep a record of your open investigations and compare with the PERSON SUMMARY. If you feel that there should be an entry and there is none, check with DISCO, more about that later.

Record any individuals where eligibility shows “Loss of Jurisdiction” follow up constantly.

If at any time you need assistance, contact me, if I do not know the answer, will probably find someone who has had the same problem


Dean Wright   
732-747-8277




dean.wright@epscorp.com
Section  2  Overview

1.
      References:

a.
The Desktop Reference for the Joint Clearance and Access Verification System (JCAVS     August 2004

(available from JCAV  Web Site or DSS Academy)

b. How to JPAS  Mid Atlantic Chapter, National Classification Management Society 
Edition   4.3  7 October 2005    
      2.         Getting Started:

Ref. b.
Section 1  Pages 3, 4, 5, 6

The web site is now https://jpas.dsis.dod.mil. The access request form is available on the web site. If you are unable to access the web site  call me

732-747-8277

The form on page 6 is required if there is a .net or .org . Consult your system administrator.

3.      Establishing the PMS-NET

Ref a,
Section 2

Ref b.
Section 4.1

a. Populate the net

Ref a
Section 2

Ref b.  Section  4.1.a  Page 18

b. Print the PMS-NET

Ref a.
  Not described

Ref b.    Section 4.1.b   Page 19

c. Compare the PMS-NET with your roster

There will be people that you no longer have and some you do not even know about

There will be some of your people who are not listed in the PMS-Net.

Ref a.
Not Described



Ref b.
Section 4.1.c
Page 19

d. Remove the people you no longer have

Ref a.
   Section 10, you might have to debrief Section 8, Section 9

Ref  b.    Section 4.1.d
Page 20

It is important that you determine and enter the separation date,

e. Add personnel not listed

Ref. a.
    Section 3, Section 4, Section 5, Section 6, Section 7

Ref.  b     Section 4.1.e
Page 21,22

To indoctrinate you must own the individual,  the individual must have eligibility, the SF 312 (NDA) must be signed.

f. When you have finished the above the PMS-NET and your roster must agree

g. Validate the individual records
Ref. b.
    Section 4.1.f
Pages 23,24,25, 26

The most important step

Compare the Person Summary with the LOC and other information

      (1)   Header information



Is it correct?   You cannot change DoD persons

(2) Eligibility and investigation are they what you have?

Eligibility date may be different, investigation date should be what you have

If any discrepancy submit RRU

(3) Check Open investigations

(4) Indoctrinate if Non Sci access does not reflect level desired

(5) Check NDA signed and Non-Sci Access US

   

It is important that you INDOCTRINATE your people

       4.        Daily Operations:

a. Check Notifications

Ref. a.
Section 13

Ref. b.
Section  4.2.a Page 27

This should be done an a daily basis

b. Initial Clearances

Must be in JPAS to use e-QIP

Ref. a.
Section 3, Section 4, Section 5, Section 6

Ref.  b.
Section 4.2.b
Page 27

c. PR Submission

Ref b.
Section 4.2.c
Page 27

No JPAS action , until it is completed then debrief and indoctrinate

Can check if an investigation has been opened.

d. Reinstatement / Conversion
Ref b
Section 4.2.d
Page 28

         Similar to adding a new person, the header info  is there, still must 

   Indoctrinate. Check / verify eligibility / 2 year wavier.. 

e. Terminations:

A removal from your PMS-NET

Ref. a.    Section 19, Section 8, Section 9

Ref. b.    Section 4.2.e    Page 28

       5,        Recurring Operations:

a,      Check Open Operations

Ref. b.
Section 4.3
Page 29

Biggest problem here was the fingerprint cards and general releases sent to NARS.. No longer done. But currently many delayed. OPM  rejectoions.

b.   Reports:

Ref. a.
Section 14

Ref. b.
Section 4.4.a
Page 30

c.   RRU

Must be the owner

Originally for eligibility problems

Now a general catch –all for former DISCO 562 actions

Ref. a.
Section 12

Ref. b
Section 4.1.e
Page 22

         6.
Other Actions:

Visit Requests


Ref. b.

Section 4.4.b  Page30

    REMEMBER : The Person Summary is now the LOC and/or the DISCO 562

7  JPAS Functions

a. ACCOUNT MANAGER

Select Person
Add a user/ delete a user




Reset user password




Lock/Unlock Account




Log-off user




Allow user to initiate a request

Maintain SMO
Search/correct information




Add SMO




Can find any SMO

Home


Back to Home Screen

Chg Password
Change Password

Change Category
Change SMO or Level

Tutorial

Access Tutorial

Logoff

The only and proper way to exit program

b. Level X

Select Person


Display Person Summary



Look at Record




Print for Record




Debrief/Indoctrinate




In/Out Process




Prepare RRU


Display abbreviated with Visit Info




Heading Info and Visit Summary


Display/Add/Modify




Modify




Add a record




Delete a record


Display SII




Special Investigative Inquiry Info

View SMO

View any SMO




Must be in Account Manager to Make changes

Mass Personnel
Accommodates mass personnel transfer actions

Create/Modify Visit




Add visit




Modify Visit




Serves as Visit Out Log

Notifications


Access Suspensions


Action by a Servicing Office

 
Aging Interim


CAF Request for Additional Information

*
Eligibility Change
Old LOC Information


Incident Report Update

If any incident reports

          *
Invest Rqst Status

Change in Investigation request flow

· Message from CAF

Replaces old No Interim Letter

Provides listing of Discrepancies with DISCO Stopped PSQ



Overdue Suspense





You can set up



Request to Reactivate A Person Summary





If you submit a request

· RRU Response

CAF response to your RRU



SOR Response





Statement of Reason

· Visit

Incoming Visit

Serves as Visit-In Log

By Clicking the SSN you can access the individuals Person Summary

Reports;

Act PC-Access

Non SCI Totals



Report by clearance type

Periodic Reinvestigations



Listing of PR due now and near future

Personnel



Similar to old Meads Report

PSM-Net Personnel



Listing of PSM-Met, 



Get more info by printing PSM-Net

SMO No PSM Net

SMO POC  No Access

Suspense



Listing of suspense items you created

Suspensions


PSM-Net

Must be populated before you can establish 

Ownership

Can be used to investigate ownership/etc


Manage Invest Rqst
Added for e-QIP



Create Invest Rqst

One way to Initiate Request


Invest Rqst Status

Current Status of Investigation 

Requests


Home


Back to Home Screen

Chg Password
Change Password

Change Category
Change SMO or Level

Tutorial

Access Tutorial

News


JPAS and Other Info

Logoff

The only and proper way to exit program

SECTION 3.

ACCOUNT MANAGER

1. ADD NEW ACCESS

This function is used to add additional Account Managers or Users

Each SMO should have at least two Account Managers of equal level

MUST BE IN ACCOUNT MANAGER

PERSON MUST BE ASSIGNED TO PSM-Net

Select Person

IN “SELECT PERSON” SCREEN

Enter SSN (No dashes or spaces)

DISPLAY

IN “ADD/MODIFY/REMOVE JCAVS USER” SCREEN

Select SMO

IN “SECURITY MANAGEMENT OFFICE SEARCH” SCREEN

Enter SMO Code  (Cage code with *)

Search

Click on SMO Code with the appropriate level

Click on Add/Upgrade Level

The Level and SMO Code will appear in the Authorized User Level Box

NOTE: If you want person to be an “Account Manager” Click on the Account Manager Button

Insure that the ADD button is turned on

SAVE

IN “ADD?MODIFY?REMOVE JCAVS USER” SCREEN

If this is the first account for the person

Screen will display



User ID at Top Right



Temporary Password

ESTABLISH PERMANENT PASSWORD

2. MODIFY ACCESS

Modify function is used when a JPAS User’s level needs to be changes

MUST BE IN ACCOUNT MANAGER

Select Person

Enter SSN   (No Dashes or Spaces)

DISPLAY

IN “ADD/MODIFY/REMOVE JCAVS USER” SCREEN

Make the change

Insure that the MODIFY button is turned on

SAVE

3. REMOVE ACCESS

Removal function is used when a JPAS User no longer requires access to JPAS

MUST BE IN ACCOUNT MANAGER

Select Person

Enter SSN   (No Dashes or Spaces)

DISPLAY

IN “ADD/MODIFY/REMOVE JCAVS USER” SCREEN

Insure that the REMOVE button is turned on

SAVE

The User’s ID will be removed

      4.       RESET PASSWORD

Reset function is used when a JPAS User has forgotten their password

MUST BE IN ACCOUNT MANAGER

Select Person

Enter SSN  (No Dashes of Spaces)

DISPLAY

IN “ADD/MODIFY/REMOVE JCAVS USER”SCREEN

Click on Reset User Password

New User Password will be issued

Click OK

 5.      CREATE SECURITY MANAGEMENT OFFICE

Function is used to create a subordinate SMO

MUST BE IN ACCOUNT MANAGER

Maintain SMO

IN “SECURITY MANAGEMENT OFFICE SEARCH” SCREEN

Add new cage code without *

Search

Add

Add SMO Name

Add SMO Address

Select “DoD Contractor Company”

All Level

Add State

Add Phone and Fax

Add e-mail address

Save

Scroll Down

Click on “Add/Maintain Parent Relationship”

IN “SECURITY MANAGEMENT OFFICE PARENT MAINTENANCE” SCREEN

Click on “Search for a New Parent”

IN “SECURITY MANAGEMENT OFFICE SEARCH” SCREEN

Enter Parent Cage Code

Search

Click on Cage

IN “SECURITY MANAGEMENT OFFICE PARENT MAINTENANCE” SCREEN

Add Current Date

Save

ONCE THIS IS DONE

Establish the PSM-Net

Add New Access (If there are to be additional users/account managers)


NOTE : New User must be in the PSM-Net

6. LOCK/UNLOCK ACCOUNT

Function is used to Lock an account or to unlock a JPAS User Account that has been locked

MUST BE IN ACCOUNT MANAGER

MUST HAVE EQUAL or HIGHER LEVEL

Select Person

Enter SSN    (No Dashes or Spaces)

Display

IN “ADD/MODIFY/REMOVE JCAVS USER” SCREEN

If  LOCKED, Check Reason for Locking

If reasonable 

Insure “Unlock Account” button is on

Click on Lock/Unlock Account

7. LOG OFF USER

Function is used when a JPAS User end the session without using the Logout Link or System error terminates the session. When attempting to Log Back on will get a message that system is in use

MUST BE IN ACCOUNT MANAGER

Select Person

Enter SSN of user who has logged off incorrectly (No Dashes or Spaces)

DISPLAY

IN “ADD/MODIFY/REMOVE JCAVS USER” SCREEN

Scroll all the way down

Click on “Log Off User”

The other individual can now log on

8. INITIATE PSI

Function is used to allow another account manager or user to Initiate a PSI using e-QIP

MUST  BE IN ACCOUNT MANAGER

One Account Manager performs the function for another Account Manager

Select Person

Enter SSN of the other Account Manager

Be sure that you are in the correct category for the other individual

Scroll Down

Turn on Initiate PSI

MODIFY  and  SAVE

SECTION 4

JPAS USER

1. ESTABLISHING THE PSM-NET

The most important step in JPAS also the most time consuming.

Until you establish the PSM-Net and assume ownership of your people you are not in JPAS

Consists of:





Desktop Reference

a.  Populating your PSM-Net



Section 2

b. Printing the PSM-Net

c. Comparing the listing with a current roster

d. Removing the personnel you no longer have
Section  8, 9, 10

e. Adding the personnel who are not listed

Section 3,4,5,6,7

f. Validating the individual records, indoctrination
Section 12

a. Population Your PSM-Net

Log in as user for the SMO you wish to establish

Click in “PSM-Net”   Red Area

Check that you are in the correct SMO

In “JCAVS Maintain PSM-Net” Screen

There should not be any personnel listing

Click on the radio button “Persons Category by Organization”

Click on “Add” button

Now in “PSM-Net Add Organization Person Categories” Screen

Click on the “Select” button

Now in “Organization Search” screen

In Search Section




Pull down “DoD Contractor Companies”



Add your Cage Code with *

Click on Search

Your organization will be displayed

Click on the Cage Code

Click on the “Ok” button

Now in “PSM-Net Add Organization Person Categories” Screen

Your organization should be displayed

Click on Search

Will begin to populate the PSM-Net

Click on “Add All”

b. Printing the PSM-Net

NOTE:   This is not covered in the Desktop and is the procedure that you will use for the majority of the printing you will do.

Each page of the PSM-Net consists of three sheet and contains 50 names.

Bring Page 1 into the work area

In the Top Tool Bar   Select FILE   (upper left)   WATCH OUT FOR THE BACK ARROW

In the pull down  menu select “Print Preview”

Mouse click somewhere on the page

Pull down menu “Print Selected Item”

Only the selected page will show

Print following print routine for your system

Repeat this procedure for subsequent pages

This procedure is the one that you will use to print most windows. Person Summary, Visit Requests, Notifications, RRU , RRU Responses , etc

If you do not get the selected page , but get the red shield

Pull down menu “Print Pages Individually” and discard unwanted pages

The reports listed under the Reports selection have their own print procedure.

c. Compare the PSM-Net with your roster

Determine which of your personnel are not included in the PSM-Net, they must be added

Determine which personnel in the PSM-Net are no longer with your organization

At this point you can either add or delete, I recommend deletion first

d. Deleting Personnel

This is the procedure you will follow to correct your PSM-Net  and also for daily activities once you are using JPAS.  The only difference being in Debriefing, At this time the personnel have not been indoctrinated, therefore there is no Debrief requirement

Determine the separation date:

a. From the Security Personnel Files

b. epsq 562 files
Action f.

c. Human Resources files

d. If unable to determine go to “If All Else Fails”

      Click on “Select Person”

      Enter SSN

      Click on “Display/Add/Modify Non DoD Person”

      Click on “Display”

      Be sure Person Category reflects your Cage Code


In not pull down until it does

Organization’s Service/Agency scroll down to “DoD Contractor Company”

Enter Separation Date  ( use calendar or YYYY MM DD) and Type

SAVE      (remember always to save)

Scroll down checking that Person Category still reflects your Cage Code and your organization is displayed at the bottom.

Click on “Person Summary”

Now in “Person Summary”

Be sure that you are in your organization. Scroll until you are 

If “Debrief” is highlighted Click on, Enter Date and Reason, SAVE, Cancel will return you to “Person Summary”

Click on In/Out Process”

Go to the “Out” field below the bar and use the calendar to enter the current date. SAVE, then Cancel to return to “Person Summary”

Check that under “Non SCI Access” US is NA and that the Separation Date has been entered

At this point the individual in the PSM-Net has been marked for deletion

Print the “Person Summary” as a record of termination. This replaces the DISCO 562

Repeat for additional persons until all have been removed

IF ALL ELSE FAILS: You can delete a person by going to the PSM-Net and turn on the “Delete” button (far right) and go to the bottom of the page and SAVE. It is not the recommended way, because you have not entered the separation date. etc; however there are times when it is necessary to do it via this method

e.          Adding Personnel
This is the procedure that you will follow to add persons to your PSM-Net at the time of establishing the Net , and during Daily Operations in the case of new hires, initial clearances, reinstatements or conversions. Using e-QIP the person must be in your PSM-Net before your can initiate an Investigation Request.

Have the personnel folder or other personnel information available

Click on “Select Person”

Enter SSN

Click on “Display Add/.Modify Non DoD Person”

Click on “Display”

MANY THINGS MAY HAPPEN

a. Will get a screen with all header information fields blank. Either a person without prior clearance or you have entered an incorrect SSN, Verify that SSN was entered correctly. If SSN is correct , it is a new person and  fill in the fields.

b. There is information in the fields, person had a prior clearance with another company or the military. Do not worry about header information at this time

c. Archived person or some other remark, follow the instructions

           If a. or b.

Scroll down to “Available Category Type” highlight the first available     “Industry”

Click on “Add Category”

Person Category  should now reflect the Industry you have chosen

Select the appropriate Category Classification normally Contractor

            In drop down menu select “DoD Contractor Companies”

            Click on “Modify Organization”

            In drop down menu select “DoD Contractor Companies”

            Enter your Cage Code followed by an *

            Search

            Your organization will be displayed

            Click on Cage Code and Click on “OK”

 Scroll down, Check that “Person Category” is still Industry X and that your organization is still displayed at the bottom

SAVE

Scroll down again, “Person Category” should be your organization and your organization should be displayed at the bottom

             Click  on “Person Summary” 

             In “Person Summary” screen, will probably get a note concerning ownership

             Click “OK”

             Be Sure that your organization if in “Person Category”


Establishing Ownership


Click on “In/Out Process”


Click on calendar to enter current date in “In Box”


Click on “Owning”

             SAVE


Cancel to return to “Person Summary” screen


To Indoctrinate must have three things

Correct eligibility (can not exceed facility clearance) If incorrect need RRU

Signed SF312 or Nda Date already entered

Need to Know at level of eligibility or lower


Click on “Indoctrinate”

        
Enter date of SF312 signature if not already there


Enter Eligibility at level of access from LOC/ date of action /date gave acces


SAVE


Cancel to return to “Person Summary”

NOTE: If there is a prior indoctrination must “Debrief” before you can “Indoctrinate”

“Person Summary” should now reflect “Nda Signed” Yes and Non SCI ACCESS” “US” Current Level

Would print the “Person Summary” for the record 

Request to Research/Upgrade Eligibility (RRU)

If there is an eligibility problem LOC or Personnel Record do not agree with JPAS

Must Have Ownership

Click on “Request to Research/ Upgrade Eligibility”

In justification box, enter details “ have an LOC dated showing person  has (level) JPAS shows   “       add your name /cage/ phone number and date

Select to Appropriate button

Select DISCO

I print for the record at this time

SAVE

Cancel or go to side tool bar to get out

The request  goes immediately to DISCO and is shown in the “Adjudication Section” of the “Person Summary”

Seems like a long procedure but is fairly rapid

On to the next until you have add and deleted all that are necessary

At this time I would print the PSM-Net and do a second comparison with your roster. They should agree.

f.         VALIDATING THE PERSON SUMMARY

The most important part, but a straight forward operation. The “Person Summary” is being used to verify visit request and to grant access. It is important that it be correct.

Be Sure that you are in your SMO

Click on “Select Person”

Enter SSN

Click on “Display Person Summary”

Click on “Display”

Compare “Person Summary” with Letter of Consent and other information

(1)
Header Information


Correct Spelling of Name, Date of Birth, State of Birth, Country of  Birth,


Citizenship.

NOTE: For DoD persons you can not correct, For Non DoD Persons you can correct.

(2) Eligibility: 

Should be that shown on LOC or higher, Date may or not agree

Worse case is “Lack of Jurisdiction” and you have an LOC

If the eligibility displayed is not correct need to submit a RUU, see Section 12 of Desktop  or prior page.


(3)
Investigation:


Should be exactly as shown on LOC


Submit a RRU if it is different


Look at this date for an overdue PR or a upcoming PR

(4)       Current Investigation:

If the individual has a pending investigation, interim clearance or has submitted a PR, there should be an open investigation shown here.

If it is still open will show the date opened and whether it is with DSS or OPM.

If the investigation has been completed and is in adjudication, the date closed (investigation completed) will be displayed in the  Investigation and Adjudication Summary. It will also reflect DSS or DOHA

Check for cancellation.

If it is not shown:

(a.) It was submitted after 1 October 2003 and has not made it’s way to OPM or has been rejected by OPM and has not been returned to you and the individual for correction or re-certification (over 180 days).

(b.) The general release and/or fingerprint card have not been received or processed at NARS (this will end after 7 July  2005 as we will be using e-QIP and the submission goers directly to OPM .

(c.) The request has been lost, misplaced or cancelled

In any event I would call DISCO and attempt to determine why the investigation has not be started and follow up periodically until it is opened.

(5)         Nda Signed and Non-SCI Access

In most cases you will find that one or both are NA or incorrect

Indoctrinate

Nda
If there is a date leave alone


If no date enter the date that the person signed the Non-Disclosure 

Agreement SF312.



Non-SCI Access US




Should reflect current access with your company, the date that you 

gave him access. If date or level are incorrect you must Debrief and then Indoctrinate.

Enter Proper Dates

Save

Cancel  to return to  “Person Summary”

REMEMBER: The individual must have to correct eligibility and you must have the SF312 date to Indoctrinate.


(6)
You have completed validation of the record



Be sure that you are in  your SMO

        

(a.)
Print the Person Summary

(b.)       Highlight any errors that you can not correct or incorrect   

             information for which you have submitted a RRU

(c.)       Also highlight open information or adjudications for future follow- 

up.


On to the next record



Now and then, you may encounter something out of the ordinary



(a.) 
No category assigned




So to Display Add/Modify and follow Add procedure

(b.) Person Archived

Follow instructions, eventually the person will be back in the system, you will receive a Notification



If you encounter anything, that you do not understand, give me a call, I 

may or may not have experienced it, will get an answer and give it to the field. We learn this way together.

You should also pass the problem up to the Help Desk   888-282-7682 Option 2.

My Phone:   732-747-8277

Fax
732-630-4726

e-mail
dean.wright@epscorp.com
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  2.   . DAILY OPERATIONS

     (a).  Check Notifications:

             Click of Notification,  If you have any action there will be a blue dot anyways



Click on Eligibility Change  this will provide any eligibility changes, 

Click on SSN and it will take you to the Person Summary

If it is an initial entry, you will need to signed SF312 before you can Indoctrinate,





If it is an upgrade or completed PR, 






Debrief, date and treason “Prior Indoctrination”






Indoctrinate enter date according to form





Print for Record

             Click on RRU Responses, to get responses for submitted RRU’s


       Click on Visits


       Click on  Invest Rqst Status
Status or requests submitted in e-QIP

             Click on any other items highlighted


       PRINT ANY FOR RECORD

(b) Initial Clearance

Must Add Person to JPAS   (add procedure SECTION 4.1e Page 21 own but can not indoctrinate)

On Person Summary click on Investigation Request  or

In Left Tool Bar click on Manage Invest Rqst



Click on Create Invest Rqst
Enter SSN

                   Go to 6.  e-QIP Procedure

       (c.)       PR Submission

No JPAS action required, until it is completed, then Debrief and Indoctrinate

Request must follow  6. e-QIP Procedures

    (d.)
      Reinstatement / Conversions
(Old DISCO 562 actions)


      NOTE: 
Recommend that you contact prior employer to verify


      Select Person


      Enter SSN

                  Click on Display Add/Modify


      Click on Display



      Follow Add Procedure Section 4.1e  Page 21


      In/Out Process


      Can Indoctrinate

      If you are reinstating an individual you had previously terminated


      In/Out Process to establish ownership


      Click on Display Add/Modify

      Click on Display


      In the Termination Date  Backspace to erase, In Reason highlight blank space 


      Save


      Indoctrinate

    (e.)
      Termination


(Old DISCO 562 action)


      Select Person


      Enter SSN

                  Click on Display Add/Modify

                  Click on Display 
                  Scroll down to Termination Date   enter DATE, enter REASON for 

      Separation 

      SAVE


      Click on PERSON SUMMARY

                  In Person Summary

      Debrief


      If Overseas. Submit RRU  Return from Overseas


      If Permanent  In/ Out Process

      Enter current date in box below the Red Bar (use calender)


      SAVE


      Cancel to return to PERSON SUMMARY

                  Print  for the record

3.
   CHECKING INVESTIGATION STATUS

                  JPAS provides a means of checking the status of investigations


      Open investigations, Investigation Summary, Adjudication Summary
                  You should have a list of your: Pending Clearances (No Interim), Interim 

      Clearances and Periodic Reinvestments.

      If there is an on-going investigation the opening date and the agency will be 

     Shown

     If there is nothing in Open investigations one of two things

(1) The investigation has been closed, Go to Investigation Summary and 

get closed date, then to Adjudication Summary to see which agency

(2) There is no open investigation, the file is lost, awaiting something, an OPM reject, Recommendation call DISCO

    Another concern is “Loss of Jurisdiction”

    It is usually the result of misrouted paperwork, where a termination and a 

    reinstatement or conversion get misrouted and an investigation is suspended.

    In most cases you have a LOC, however you can not Indoctrinate, therefore

   ACCESS US is NA. 

   There should be a remark in the Adjudication Summary showing the DISCO

   action.

   Submit a RRU and follow-up on it.

   The LOC is valid however someone referring to JPAS may raise the question.

   Want to correct as soon as possible.

4.             OTHER ACTIONS:

                (a)    Reports:                  

     There are at least two reports of value, (you can review the others)

     (1)    Personnel Report        A listing of your personnel in alpha order  (Old 

   Meads Report) 

                         Reports   Personnel

                         Populate 4 Pull Down windows with “ALL”

                         Run Report

             On the bottom left of the screen you will see two icons. The icon on the 

 left is for the report in .PDF (Adobe Format). The icon on the 

right is for Excel format.

I normally chose Excel, you can the put it into landscape and print or save 

to disc. The layout is longer than 11 “ but if you save to disc you can 

adjust column widths and get to one sheet wide

              NOTE; This is one place where you use the “X” to get back to JPAS, but 

                Not the UPPER RIGHT X

   (2)     PERIODIC REINVEST
A listing of periodic reinvestments 


The procedure is similar to above

(b.)      CREATE A VISIT REQUEST

Need to have CAGE/SMO and assurance that the receiver can receive 

JPAS

Create/Modify Visit

Add A Visit

Fill in header information

Select SMO

Add Cage Code plus *

Click on SMO

Add Visit

SAVE before adding visitor(s)

ADD  VISITOR
Enter SSN

Search

Select / Add

Add any others

Will appear in Notification /Visits at recipient

You will also have a record in Create/Modify Visit

5.
Former DISCO 562 Actions

            I am including a listing of the DISCO 562 actions. Some cam be done under JPAS. And hopefully we will receive instructions concerning the others.

(a) Multiple Facility Transfer

Can now be done using Mass Personnel option in tool bar

(b) Downgrade

Debrief

Indoctrinate at new level


(c) Assigned Overseas

Presently do as RRU, this may change with change to NISPOM

(d) Request for duplicate Letter of Consent

Would no longer be an option, would use Person Summary
(e) Administrative Termination

Debrief, but do not terminate or In /Out Process

(f) Employment Termination

Terminate, Debrief, In / Out Process

(g) Date and Place of Birth Correction

Can be done for non DoD Persons in Display Add/Modify

(h) Citizenship Change

Probable as an LAA, need direction for this

(i) Change of Name

Can be done for non DoD Persons in Display Add/Modify



(j)  Return from Overseas

Presently do as RRU, this may change with change to NISPOM

(k)  Social Security Number Correction

Use RRU

(l) Marital Status Change

Now Part of Header Information

Display Add Modify

Modify Relationship if foreign relatives result

(m)  Status Change

Normally  would be employee to Consultant or KMP or vice versa

In  Display Add / Modify   Category Classification   make change

Any other need to discuss with DSS

(n) Reinstatement

Display Add / Modify to your organization

In / Out Process

Indoctrinate    (correct level depending on eligibility and facility)

Recommendation: Contract losing SMO to verify status

(o) Concurrent

Display Add / Modify to your organization

In / Out Process

Indoctrinate    (correct level depending on eligibility and facility)

Recommendation: Contract current SMO to verify status

(p) Conversion

Display Add / Modify to your organization

In / Out Process

Indoctrinate    (correct level depending on eligibility and facility)

Recommendation: Contract losing SMO to verify status

(q) Upgrade

Individual must have correct eligibility, need to know , and facility level must allow

Person Summary, Debrief, Indoctrinate

(r) Other

Not available in JPAS

RRU option is basically for eligibility

Send a message to JPAS

6.
e-QIP


a.
Introduction:  On/about 7 July 2005 e-QIP replaces epsq as the program for submitting requests for initial clearances, periodic reinvestigations and upgrades. The Electronic Questionnaire for Investigations Processing System (e-QIP) allows applicants to electronically enter. Update, and transmit their personnel investigative data over a secure Internet collection for review and approval of the personnel security investigation request.

      b.Procedure:

(1) The JPAS user must be authorized to Initiate Request

(2)  The JPAS user Initiates  Request

(3)  The applicant accesses the OPM web site accesses the SF86 and enters      his personnel data. Prints a review copy
(4)  The FSO reviews approves or recommends changes
(5)  The applicant makes the recommended changes (if any).
Prints out the certification and release forms

Prints two copies of the PSQ (one for FSO file , applicant)

Releases Request/transmit to agency (OPM)

Gives release forms, fingerprint card, archival copy of PSQ to FSO

(6)   FSO sends Release Forms, Fingerprint Card to E-QIP  OPM

(7)   DISCO reviews the PSQ, approves and forwards to OPM or

Returns to FSO for correction by applicant

(8)   e-QIP sends releases to PIPS  to OPM to open Investigation

                 ( 9)   OPM conducts investigation

                (10)   DISCO adjudicates and grants Eligibility
(11)   The JPAS user is notified of the status of the Investigation Request
(1) The JPAS user must be authorized to “Initiate Request”

This is a one time action

Another Account Manager must do it for you and you can do it for another account manager

Must Be In Account Manager (other person)



Select Person



Enter  SSN of Person to be granted authorization (



Check that the Correct Category is displayed



Scroll down



Check box Initiate PSI




As Industry we are not authorized the other options



Turn on Modify 

Save


If successful there will be additional options added to the User Tool Bar 

           and Initiate Request will appear on the Person Summary under In/Out 

Process.

NOTE: Because of configuration, if you have an Interim Clearance with   

no open investigation or with a closed investigation  you will not be authorized

(2) JPAS User Initiates Request

The individual must be in JPAS

MUST BE IN USER

Select Person

Enter SSN

Display Person Summary

Display

Click on Initiate Request under In/Out Process

In Determine Investigation Scope screen

The necessary fields are marked with an *


Eligibility 
(Top Secret / Secret / SCI-DCID 6/4)

           Note:  If you select SCI, instruct the applicant to enter the CAF in the remarks section of the form


Enter 
Contract Number

Click on Determine Investigation Type

In Initiate Scope Screen

Some items will be populated  Leave Alone


Form Type 

only SF86 at this time


Duty Position

Have a number of options with determine

priority and cost





USE:     Contractor or KPM for Periodic reinvestigation 

or where an Interim Clearance will suffice until an investigation is completed




USE      Contractor Final Clearance Required 

                      
   Or       KMP Final Clearance Required    

      Where COMSEC / NATO or SCI is required and involved

Click
OK

In Additional Scope Information screen


LA Check Date
Current Date


Fill in Position of Employee


Fill in  Access Code


Leave Sensitivity field blank

In Additional Request Information screen


Requesting Official



Enter FSO name and address


Security Folder



Location Other and address


Official Personnel Folder



Location Other and address

Click on Initiate PSI

Save

Notify Applicant

There will be a Notification / Invest Rqst Status when this is done



Also a hyperlink in Investigation Summary, Recommend Printing

(3) Applicant accesses OPM website and prepares SF86

FSO provides applicant with instructions as to how to configure computer and process the form along with Problem Checklist.

The applicant has 30 days after initiation to start the request and must complete within 90 days overall. Transmittal and review time min included in this 90 days, it is therefore important that the individual  start

And complete without delay.

 www.opm.gov/e-qip/
Scroll down and click on link eQIP APPLICANT SITE

A “browser checker” utility will automatically run and test the computer.

Click Continue
A Security Alert box may appear, asking “Do you want to Continue”

Click  YES

The e-QIP Welcome Screen will appear

Enter SSN

Submit

The applicant will be asked three “Golden Questions”
For “City you were born” enter  “unknown”

Then you may create new Golden Questions and Answers on the next screen

It is important that the answers be REMEMBERED and RECORDED. As they are the password to allow the individual to reenter the program

Click “Enter Your Data”

Complete the SF86 questions and save as instructed. Validation of the data will occur as each screen is saved.

When the form is completed but before certification print a review copy of the form.

(4) FSO Review

The applicant must provide the review copy of the form to the FSO.

The FSO will review the form and check that all issues on the Problem Checklist have been addressed.

The FSO will return the form to the applicant, citing any changes necessary.

(5) Applicant Makes Necessary Corrections, Certifies, Prints and Transmit

Once the corrections have been made, the applicant will print the certification and release forms

Print two copies o=f the PSQ

Click “Release Request/Transmit to Agency”

The applicant will sign the Certification and Release Forms and forward to the FSO along with one copy of the form and the fingerprint cards (if required)

A JPAS Notification will be displayed when the PSQ is transmitted

(6) FSO transmits the releases

The FSO will file the record copy of the PSQ along with a copy of the certification and releases

The original certification and releases along with the fingerprint card (when required) will be sent as follows }

If it is a PR and fingerprints are not included, it is recommended that you include a note explaining this.

MAIL:

E-QIP Rapid Response Team



OPM-FIPC



PO Box 618



Boyers, PA   16018

FedEx

E-QIP Rapid Response Team

UPS

OPM-FIPC


 
1137 Branchton Road



Boyers, PA 16018



Phone:  724-494-5612

Fax Release Only



724-794-1412



Attn: Jody Gano or Becky Fox

(7) DISCO Review

As in the case of epsq   , DISCO will the review the PSQ, may issue an Interim Clearance

DISCO may approve the PSQ and forward to OPM In this case the FSO will get a JPAS notification that the PSQ was approved

OR

If  there are issues DISCO will Stop the process and return to the FSO for the individual to correct. There will be a JPAS notification of the DISCO Stop and a Message from the CAF citing the discrepancies. In this case the individual will  retrieve the form electronically, make the necessary corrections, have the FSO review it, print the releases and certification and form, sign the certification and releases. Forward the signed releases and certification to the FSO who will again forward then to OPM. This is required because the form and releases bear an unique identification number.

(8) OPM Release

Once the form approval is received from DISCO, e-QIP sends release to PIPS to OPM to open the investigation

e-QIP notifies JPAS that the investigation has been released in PIPS

The FSO receives a Released Notification

(9) OPM conducts the investigation

(10) DISCO adjudicates and grants Eligibility

(11) NOTIFICATIONS

(a)  Notification of completion of each step in the process 




Notification





Invest Rqst Status

(b)  Current Status


Manage Invest Rqst



Invest Rqst Status

(c.)  Complete History

 
Person Summary



Investigation History




Click on hyperlink

(3)
Things To Check:


(a).
Service/Agency must be “DoD Contractor Companies” to have 

hyperlink.


(b)
Organizational Status must be your facility clearance to initiate request.


(c.)
Is the hyperlink in Investigation Summary



(d)
If all else fails: GO TO www.dss.mil and download




Procedures for Industrial Clearances /Investigation Requrests

(4)
Applicant Log-In

 (a)
Is TLS 1.0 enabled 

 (b)
GOLDEN QUESTIONS 

(1) City where born unknown no matter how many times you tell them

(2) Year of Birth and Last Name must be correct in JPAS

  Correct in JPAS, call JPAS Help Desk to correct in e-QIP

  Both JPAS and e-QIP must be correct and agree

(3) JPAS Help Desk can reset Golden Questions if there is a problem

(5)
Applicant Errors

           DO NOT CERTIFY and/or TRANSMIT PRIOR TO FSO REVIEW


Can Not enter for corrections


IF Certify but not transmit: FSO can stop , must reinitiate, applicant can then enter Golden Questions and make corrections re-answer Yes/No questions, reprint archival copy and releases

            If Transmitted: fax or e-mail OPM jody.gano@opm.gov and explain what happened and what  is incorrect, also when the Archival and/or releases were not printed.

SECTION 5   Additional General Information:

1. In case you have not gotten the word the WEB SITE has changed  https://jpas.dsis.dod.mil  They have gotten new equipment and the service has improved. Still down now and then. .

2. HELP DESK:  888-282-7682   Option 2. e-Mail  jpashd@dss.mil
3. e-QIP will be used for initial clearance submission, those cases where the individual has not held a clearance over the past two years and for PR’s.

4. JPAS will be used for those submission that were done by the DISCO 562.

See Paragraph 5 of the Section 3.

5. You must own an individual in JPAS before you can .operate on his record. The first step is to establish your PSM-Net

6 . The person must be in JPAS and in your SMO before you can Initiate Request
7.   A person can be owned by multiple SMO’s.  “Servicing” is for multi-facility 

organizations. If the organizations have no relationship the individual must be owned by both. Many reasons for this happening especially in the initial stages 

0f JPAS

     8,    When you initially set up your PSM-Net, you should attempt to determine the   

termination date for those individuals who are no longer with your organization. Turning on the extreme right radio button removes then from your PSM-Net but according to the record they are still shown (no termination date) as being in your organization. You need the termination date. Look in your old files, , epsq DISCO 562 files, check with the human resources personnel.

9. If you are using JPAS to do a reinstatement or a conversion and the eligibility date and/ or the investigation date are old. I would check with the current or past employer or DISCO before going ahead.  I have three people where JPAS shows Eligibility, however I have a letter from DISCO that denying an interim clearance. Also I received a call from another company requesting paperwork on an individual where DISCO had withdrawn the clearance, JPAS still showed Eligibility.

  10.    Missing Misplaced fingerprint cards and General releases at NARS:

Solution:  Definition: Open investigation, a pending clearance, an interim clearance or a PR that has not been completed.

Check JPAS Open Investigation.

(1) Investigation has closed and is in adjudication

(2) Investigation has been cancelled will reflect in investigation history. FIND OUT WHY

(3) Investigation has not been sent to OPM yet (in queue)

(4) The investigation has been rejected by OPM and is in the process of being returned, in most cases over 180 days old. There are some rejections that OPM has not returned to DISCO. I have some dating back to October that I have not received for correction and return.

(5) The fingerprint cards and/or general release can not be located at NARS. Will not even start until they are added to the package. Also although fingerprints are not necessary for PRs’, the general release is still required.  Can also check using the EPSQ Receipts System, however they are way behind..

If open investigation shows NA and you know that there should be one check with the DISCO help desk.

  11.
If you have resident visitors or you facility or have contract guards or cleaning personnel, it is a good idea to take a Servicing Relationship. You will then be advised of any changes in eligibility of their personnel
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