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How to Request Access to an Application using NAMS
(May 12, 2009)
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This document provides step-by-step instructions on how to request access to an application using the NASA Account Management System (NAMS).  To use NAMS, you must have an IdMAX account (see instructions for obtaining an IdMAX account).
1. Login to IdMAX at https://idmax.nasa.gov.  If you’re unsure of your AUID, click on the link titled “Click here to find your Agency User ID.”
2. Click on the “Request or Modify Application Account” link, which appears under the “Account Management - NAMS” heading.
3. Fill out each of the four tabs: “User”, “Requester”, “Sponsor”, and “Applications.”  If you are filling out a request for yourself, the “User” and “Requester” tabs are automatically completed.  You need only fill out the “Sponsor” and “Applications” tabs. 
a. “User” Tab:  Note that you can submit a request for yourself or on behalf of someone else.  The User is the person who would use the application or system.
b. “Requester” Tab:  The Requester is the person submitting the request in NAMS.  This person may have any relationship to the User.
c. “Sponsor” Tab:  Specify your Sponsor, typically your supervisor or manager (the reviewing official-of-record for your Performance Plan and/or your Web-Based Time and Attendance System approver.) NAMS will “remember” the Sponsor specified for your first ever NAMS request, and default to this value for future requests, though it can be changed as needed.  You cannot be your own Sponsor. 

d. “Applications” Tab:  Enter the key word or acronym of the IT resource for which you are requesting access. You may choose to specify “HQ” or “AGCY” (for Agency applications) to reduce the number of choices presented. Note that you may request access to more than one application at a time.
4. Click on the “Continue” button at the bottom of your screen.
5. Enter all required fields where indicated.
a. “Business Justification”:  This is the business requirement for your request, which includes the function you are performing, your role, and any special access and/or privileges you require.
b. “Urgency”:  There are three urgency selections: “normal”, “priority”, and “emergency”.  Unless you have an unusual situation and need immediate access to an application, you should select “normal”.  Typical processing times can vary between 1-7 days.
6. Click the “Submit” button, which sends the request to your Sponsor for his or her review.
7. Review the data you have entered.  Then click the “Submit Request” button.
Where can I learn more?

· Visit the NAMS@HQ Web page
· Read through NAMS Frequently Asked Questions 

· Browse the materials used in previous classroom training sessions
What if I have trouble using NAMS?

· If NAMS or any IdMAX tool is not behaving as expected, call the Agency Help Desk at 1-866-419-6297.  
· If you require assistance using NAMS, visit the User Resource Center, located on the Concourse Level in room CX42.  The User Resource Center is open from 7:30 a.m. to 5 p.m.
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