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How to Respond to a NAMS Request for Account Access
(NAMS Approvers)
(May 12, 2009)
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This document provides step-by-step instructions for NASA Account Management System (NAMS) Approvers on how to respond to an account access request in NAMS.  To use NAMS, you must have an IdMAX account (see instructions for obtaining an IdMAX account).
1. You will receive an e-mail message from Identity.Manager@nasa.gov if a request has been submitted for your application or system.  The message will display the User’s name and NAMS Sponsor (usually the User’s supervisor).  At the bottom of the message, you will find a link to your NAMS Approval Inbox.
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2. Click on the link, and login to IdMAX.  If you’re unsure of your AUID, click on the link titled “Click here to find your Agency User ID.”  If you’ve forgotten your password, enter your AUID and then click on the “Forgot password” link.
3. Once you’ve logged in, you will be taken to the main menu.  Beneath the main menu, you will find a link to the “NAMS Approval Queue Inbox.”  Click this link.
4. Your “NAMS Approval Queue Inbox” displays all requests that require your attention.  Click the “Work Request” button to the left of the relevant request for more information.
5. Review the stated business justification provided in the request.
6. Click on one of these buttons:  “Approve”, “Reject”, or “Defer.”
· “Approve” sends the request to the Provisioner.  By approving the request, you are validating that the User requires, and has the proper credentials for, access to the application or IT resource.
·  “Reject” signifies that the information provided in the request is incorrect, incomplete, or inadequate to justify access.  If you click “Reject”, you must enter a reason for your action in the “Approver’s Comments” box.  This will be sent to both the User and the Sponsor in an e-mail stating that the request has been rejected.
· “Defer” leaves the request in your Approval Queue.  Deferring a decision does not give you more time to respond.
7. All requests need to be approved or rejected within 3 days.  An e-mail message will be sent to you each day during this period until you respond.  If you do not take action within this time period, the request will be escalated to your designated backup. If your backup does not respond in 3 days, the User and the Sponsor will receive an e-mail message that the request was rejected for “No Action.”  
How to Request Access to an Application
See “How to Request Access to an Application Using NAMS” located at URL….
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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