Requesting IT Accounts, Office Keys, Cards, and More 
Using the NAMS application within IdMAX
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	Requests for the following functions are now initiated using the NASA Access Management System (NAMS) application within the Identity Management and Account Exchange (IdMAX) application: https://idmax.nasa.gov/.  



	Request Type
	For Onboarding
	Established Users

	Account, HQ Standard
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Bundled”
7. Click “Add to Request” for the item “HQ Civil Servant Bundled Requests” OR “HQ Contractor Bundled Request”
8. Click “Continue”
9. Click “Modify HQ Standard Account”
10. Complete the required fields, including justification and instructions
11. Click “Save”
12. The Bundling Page should be updated with your request.  You can complete other requests in the bundle, or click “Continue to Submit” at the bottom.
13. Click “Submit Request”
	Same as on-boarding instructions.

[bookmark: _GoBack](Important:  Required for detailees assigned to HQ who need access to network drives or shared folders.)

	Calling Card
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Bundled”
7. Click “Add to Request” for the item “HQ Civil Servant Bundled Requests”
8. Click “Continue”
9. Click “Modify HQ Calling Card”
10. Complete the required fields, including justification and instructions
11. Click “Save”
12. The Bundling Page should be updated with your request.  You can complete other requests in the bundle, or click “Continue to Submit” at the bottom
13. Click “Submit Request”
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Calling Card”
7. Click “Add to Request” for the item “HQ Calling Card”
8. Click “Continue”
9. Complete the required fields, including justification and instructions
10. Click “Continue to Submit”
11. Click “Submit Request”


	Ethics Team Debriefing
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Bundled”
7. Click “Add to Request” for the item “HQ Civil Servant Bundled Requests”
8. Click “Continue”
9. Click “Modify HQ Ethics Debriefing”
10. Complete the required fields, including justification and instructions
11. Click “Save”
12. The Bundling Page should be updated with your request.  You can complete other requests in the bundle, or click “Continue to Submit” at the bottom
13. Click “Submit Request”
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Ethics”
7. Click “Add to Request” for the item “HQ Ethics Debriefing”
8. Click “Continue”
9. Complete the required fields, including justification and instructions
10. Click “Continue to Submit”
11. Click “Submit Request”


	Keys (Office)
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Bundled”
7. Click “Add to Request” for the item “HQ Civil Servant Bundled Requests” OR “HQ Contractor Bundled Request”
8. Click “Continue”
9. Click “Modify HQ Locksmith Office Keys”
10. Complete the required fields, including justification and instructions. 
11. Click “Save”
12. The Bundling Page should be updated with your request.  You can complete other requests in the bundle, or click “Continue to Submit” at the bottom
13. Click “Submit Request”
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Office Keys”
7. Click “Add to Request” for the item “HQ Locksmith Office Keys”
8. Click “Continue”
9. Complete the required fields, including justification and instructions.
10. Click “Continue to Submit”
11. Click “Submit Request”


	Library Card
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Bundled”
7. Select the Bundled group for either Civil Servants or Contractors (click on “Add to Request” for selection
8. Click “Continue”
9. Click “Modify HQ Library Card Patron Registration”
10. Complete the required fields, including justification and instructions. 
11. Click “Save”
12. The Bundling Page should be updated with your request.  You can complete other requests in the bundle, or click “Continue to Submit” at the bottom
13. Click “Submit Request”
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “HQ Library Card”
7. Click “Add to Request” for the item “HQ Library Card Patron Registration”
8. Click “Continue”
9. Complete the required fields, including justification and instructions
10. Click “Continue to Submit”
11. Click “Submit Request”


	NOMAD Exchange Mailbox
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “NOMAD”
7. Click “Add to Request” for the item “Nomad Exchange Mailbox”
8. Click “Continue”
9. Complete the required fields.
10. Click “Continue to Submit”
11. Click “Submit Request”
	Same as on-boarding instructions.

	Parking and Metro Fare Subsidy

NOTE: The HQ Parking and Metro Fare Subsidy request involves filling out a form in the Parking and Fare Subsidy System (PFSS), in addition to the NAMS reques.  See the NAMS request screen for complete details.
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Bundled”
7. Click “Add to Request” for the item “HQ Civil Servant Bundled Requests”
8. Click “Continue”
9. Click “Modify HQ Parking and Metro Fare Subsidy”
10. Complete the required fields, including justification and instructions
11. Click “Save”
12. The Bundling Page should be updated with your request.  You can complete other requests in the bundle, or click “Continue to Submit” at the bottom
13. Click “Submit Request”
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “HQ Parking”
7. Click “Add to Request” for the item “HQ Parking and Metro Fare Subsidy”
8. Click “Continue”
9. Complete the required fields, including justification and instructions
10. Click “Continue to Submit”
11. Click “Submit Request”


	Purchase Card

NOTE: The HQ Purchase Card request involves SATERN training and faxing the certificate of training to the office which handles purchasing cards before submitting this NAMS request.  See the NAMS request screen for complete details.

	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Bundled”
7. Click “Add to Request” for the item “HQ Civil Servant Bundled Requests”
8. Click “Continue”
9. Click “Modify HQ Purchase Card”
10. Complete the required fields, including justification and instructions. 
11. Click “Save”
12. The Bundling Page should be updated with your request.  You can complete other requests in the bundle, or click “Continue to Submit” at the bottom
13. Click “Submit Request”
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “HQ Purchase”
7. Click “Add to Request” for the item “HQ Purchase Card”
8. Click “Continue”
9. Complete the required fields, including justification and instructions
10. Click “Continue to Submit”
11. Click “Submit Request”


	Token (SecurID)
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Agency RSA SecurID Token”
7. Click “Add to Request” for the item “Agency RSA SecurID Token”
8. Click “Continue”
9. Complete the required fields, including justification and instructions
10. Click “Continue to Submit”
11. Click “Submit Request”

	Same as on-boarding instructions.

	Transfer Accounts
	Not applicable.
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Transfer Accounts”
7. Click “Add to Request” for the item “HQ Transfer Accounts”
8. Click “Continue”
9. Complete the required fields, including justification and instructions
10. Click “Continue to Submit”
11. Click “Submit Request”

	Travel Card

NOTE: The HQ Travel Card request involves SATERN training and faxing the certificate of training to the office which handles purchasing cards before submitting this NAMS request.  See the NAMS request screen for complete details.

	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Bundled”
7. Click “Add to Request” for the item “HQ Civil Servant Bundled Requests”
8. Click “Continue”
9. Click “Modify HQ Travel Card”
10. Complete the required fields, including justification and instructions
11. Click “Save”
12. The Bundling Page should be updated with your request.  You can complete other requests in the bundle, or click “Continue to Submit” at the bottom
13. Click “Submit Request”
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “HQ Travel”
7. Click “Add to Request” for the item “HQ Travel Card”
8. Click “Continue”
9. Complete the required fields, including justification and instructions
10. Click “Continue to Submit”
11. Click “Submit Request”


	Web Site Owner
	Not applicable.
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “HQ Website Owner”
7. Click “Add to Request” for the item “HQ Website Owner Request”
8. Click “Continue”
9. Complete the required fields, including justification and instructions
10. Click “Continue to Submit”
11. Click “Submit Request”

	Workspace
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “Bundled”
7. Click “Add to Request” for the item “HQ Civil Servant Bundled Requests” OR “HQ Contractor Bundled Request”
8. Click “Continue”
9. Click “Modify HQ Workspace”
10. Complete the required fields, including justification and instructions. 
11. Click “Save”
12. The Bundling Page should be updated with your request.  You can complete other requests in the bundle, or click “Continue to Submit” at the bottom
13. Click “Submit Request”
	1. Go to IdMAX
2. Click “Access Management”
3. Click “Request or Modify Application Account”
4. Ensure correct user, requestor and sponsor are selected
5. Click the “Applications” tab
6. Search for “HQ Workspace”
7. Click “Add to Request” for the item “HQ Workspace”
8. Click “Continue”
9. Complete the required fields, including justification and instructions
10. Click “Continue to Submit”
11. Click “Submit Request”




