DD2875 COMPLETION INSTRUCTIONS

CSWS DE PROGRAM


The following instructions has been prepared to accommodate the pending implementation of the DD2875 System Access Authorization Request (SAAR) (NOTE: SF41 no longer honored after 30 Apr 04). The process has changed with introduction of the DD2875.

I. DD2875 COMPLETION/SUBMISSION

· The .pdf (Adobe Acrobat) version of the DD2875 does not function in the same manner as the .doc (MSWord) SF41 that we have been using. The following is extremely important to anyone completing/submitting a DD2875.

i. To open the .pdf DD2875 document, users must have Adobe Acrobat Reader installed on their PC workstation.

ii. Unless you are using Adobe Acrobat Professional or Adobe Acrobat 6.0 Standard or higher version, you MUST PRINT the DD2875 IMMEDIATELY after completing all data entry. Earlier/other versions of Adobe Acrobat Reader, unless it is the ‘total Adobe Acrobat’ package (i.e., more than just the ‘reader’), normally DO NOT SAVE the data input to the form fields. DO NOT attempt to ‘save’ ‘copy’ ‘import/export’ or ‘e-mail’ the file/document, as any of these actions will result in the data you input being lost (i.e., erased). (NOTE: You will normally receive a pop-up screen prompt advising you of that.)

iii. The only other alternative is to print the document and complete by hand.

iv. The DD2875 must be sent, to me, via regular mail/distribution or via fax.




MSG/SLR


FAX:
DSN: 674-2802





ATTN: Ed Krautsdorfer

COMM: (937) 904-2802





4170 Hebble Creek Rd





Area A, Bldg 280





Wright-Patterson AFB, OH 45433-5653

v. The instructions for completing the DD2875 are attached. If you follow them you should be able to complete the DD2875 to the degree required. The DD2875 is not specifically tailored for the CSWS DE. The individual (CSWS DE user) submitting the DD2875 must complete PART 1, BLOCKS 1-10, PART 2, BLOCKS 13-20b and 27 and, PART 3, BLOCKS 28-31. To assist you in completing BLOCKS 10 and 27, the following supplemental information (shaded text is mandatory) is provided:

· BLOCK 10: Following entries are acceptable as applicable to you: Military/Service, Civilian, or Contractor.

· BLOCK 27:

ALL USERS MUST PROVIDE THIS INFORMATION
· Are you connecting from a DOD site?
YES  /  NO
· Identify the IP address that you will connect from. To do that, go to the following URL

https://www.day.disa.mil/cgi-bin/ipaddress.pl
Enter the IP address that is displayed on the screen and label it as: SOURCE IP ADDRESS:__________________________
(NOTE: If you cannot access the URL above, please contact your local site LAN/WAN administrator and explain you want to establish a direct link to the CSWS DE URL hosted at DISA DECC-D, WPAFB, OH. Your LAN/WAN support staff should be able to provide the IP (must be ‘static’ and not ‘dynamic’ IP) information to you. In the event you continue to experience difficulty securing this information, please e-mail me at Edward.Krautsdorfer@wpafb.af.mil) or call DSN: 674-0290 or COMM: (937) 904-0290.

· Enter your particular C-ICP Source of Supply code (e.g., F77, F01, etc) and identify your specific role (see below). EXAMPLE: F01 WORKER. Your role will also control the ‘permissions’ (i.e., read/write) you are granted in the CSWS DE.
· The roles/permissions are:
SSIPT CHAIR: (read/limited write). User can view all data for their weapon system but can only enter data related to their SSIPT duties.

MANAGER: (read only). User can only view data for their weapon system; they cannot enter data (e.g., PHS&T, file maintenance, etc.) into the CSWS DE.

WORKER: (read/write). User can view and enter data (e.g., PHS&T, file maintenance, etc) for their weapon system.

ONLY THOSE USERS REQUESTING SPECIAL CSWS DE ACCESS/PERMISSIONS COMPLETE THE FOLLOWING

· (SAW ACCESS)

I WILL  /  WILL NOT REQUIRE ACCESS TO SAW. (NOTE: IF ACCESS TO SAW IS REQUESTED, PLEASE PROVIDE THE PROGRAM ELEMENT CODES (PEC) THAT YOU WILL BE USING.)
· (D035T ACCESS)

I WILL  /  WILL NOT BE INPUTTING PHS&T DATA TO THE CSWS DE.

II. OTHER INFO:

To disable automatic retention/display of Userid/Password on your PC screen, follow these steps:



Open Browser (e.g., MS Internet Explorer)



Select <TOOLS>



Select <INTERNET OPTIONS>



Select <CONTENT>



Select <AUTO COMPLETE>



Select <SETTINGS>



Enter a check mark ( ( ) by <WEB ADDRESSES> only.



CLOSE
