Ft. Benning Ga.

JSOP15 User Account Request




June 26, 2009
References:  JET Training Material, Software User Manual
General: This SOP will guide you through requesting a new user account through your local JET administrator.  

1. Requesting an account
1.1. Navigate to the JET Portal.  https://jetklsf.benn.army.mil/jetspeed/portal/
Note:  this must be done on a  .mil computer.
1.2. To request an account via the JET portal, select New Account on the login page. (Figure 1)
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information owner and your unit public affairs office.
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Figure 1
1.3.  The Request New Account screen displays. (Figure 2)  Complete all of the required (*) fields.
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Figure 2

1.4. Enter your username in the User Name field.  Example:  if the user is John Smith, then the user name would be smithj) NOTE:  The username is limited to 25 alphanumeric characters and/or an underscore.  The username cannot contain other special characters or spaces.  Enter your network email address in the Email field (.mil addresses only!).
1.5. Enter your password in the Password field.  All passwords must at least fifteen characters in length. Passwords must contain a mix of at least one lowercase letter, one uppercase letter, one number, and one special character. Standard password creation rules apply.  See Figure 3 below.
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Figure 3
1.6. Verify your password by reentering it in the Verify Password field.

1.7. Select a certificate action using the Certificate Action pull-down menu.
Note: Most users will only use CAC-One Account (This enables you to log into JET without typing in the above created password).

1.8. When you are finished, click the Submit button.  The new account is automatically created. The Account Requested screen displays. (Figure 4)
1.9. The account remains locked until the JET administrator approves your account.  Contact the JET administrator at (706) 545-1614 or 545-7313 to inform him that you have requested a new JET account.
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Figure 4
2. User Account Login

2.1. Once you your account has been approved there are two ways to log into the JET Portal.
2.2. A CAC enabled login will not allow the user  to enter a user name and password. Instead the user will be directed to the JET Portal and by clicking Submit the user will be automatically logged into JET.  Most users will have the CAC enabled login.
2.3. The second way when logging into the JET Portal is if your certificates were disassociated with your user account.  When navigating to the JET Portal you will be brought to the Associate Account screen display. (Figure 5) You must enter your username and password and select a certificate action before you can log into JET.  This will re-associate your account with your certificates.
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Figure 5
	Table 1: Associate Account Screen Features

	Feature Name
	Function
	Valid Values

	1.Username field
	Enter your JET username.
	A valid username issued by an administrator.

The entry is limited to 25 characters.

	2.Password field
	Enter your login password.
	A valid password.

The entry is limited to 25 characters.

The field masks entries.

	3.Certificate Action* pulldown menu
	Select the certificate action to take with the account.
	CAC - One Account – Associate a CAC with your account.
SoftCert - One Account – Associate your individual account with a software certificate.
SoftCert - Multiple Accounts – Associate your account with a shared software certificate used for multiple accounts.


Table 1.  Appropriate Entries for the Associate Account Screen.

3. Troubleshooting
3.1. Follow the procedures below to restart your JET instance in the event JET does not appear to be updating in a timely manner:

3.1.1. Because JET is web-based it is very easy to determine if the software terminated incorrectly. Users can only access JET through a web browser, so they cannot terminate the software directly from a workstation.  If a page in JET fails to load and/or a web browser error displays, the server may have terminated incorrectly.

3.1.2. Log out and log back in to start a new JET session.  If you can not load JET there is likely a problem with the JET server. 
3.1.3. Contact a JET system administrator (706) 545-1614 or (706)545-7371 to notify them of the outage.  They will likely be experiencing the same problems and will be completing more thorough troubleshooting.
3.1.4. Implement back-up procedures.
