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Q. How can | request to create an account for my new employee?
A. Please submit an STS ticket in the NAVFAC Portal
1. Hitthe ’'STS Ticket’ button on bottom part of the NAVFAC FE Portal Page and click ‘New
Request’: https://hub.navfac.navy.mil/webcenter/portal/fe/Home
2. Select “IT Support” as the Category and “Employee Check-In" as the Subcategory. Make sure to
put user’s workstation name in the ticket. It will be forwarded to CIO2 team for processing.

Q. What do | need to do to create ONE-Net account after submitting of the STS ticket?

A. Please send completed SAAR-N Form and Certificate of latest Cyber Awareness Challenge to
NAVFACFE IAM@fe.navy.mil.

Blank SAAR-N Form and instructions can be found FE Portal website (Click on Check-In SAARN and SOP):
https://hub.navfac.navy.mil/webcenter/portal/FE ClO/pagel1325? afrLoop=158256527053802& adf.ct
rl-state=17payjlchk 274!

Q. Can | create a wet signature SAAR-N form because | don't have ONE-Net account?
A. No, please create a digital SAAR-N form (PDF version). ONE-Net will not accept pen and ink SAAR-N
forms.

Q. How can | sign digitally without ONE-Net account?

A. Please see 'How to Digitally Sign SAAR-N without ONE-Net Account' document which is available at
ClO2 Portal:

https://hub.navfac.navy.mil/webcenter/content/conn/WebCenterSpaces-

ucm/uuid/dDocName:ID 3023146?ext=.pdf

Q. How can | get current status for account creation?

A. Once SAAR-N received and reviewed by CIO2 team, it will be forwarded to Security Office and then
NAVFAC Far East Information Assurance Manager (IAM) for signature. When SAAR-N signed, CIO2 team
will submit it to ONE-Net. Your supervisor will be CC’'d on the request. ONE-Net will inform your
supervisor about the current status once ticket number is assigned. If supervisor does not receive the
ONE-Net ticket number, please contact ClO2 for assistance.

Q. How can | request to obtain access rights to shared drive? Do | need to submit a separated STS ticket?
A. No, you don't need to submit. We can handle those requests with your Check-In STS ticket already
submitted.

Q. New account has a problem and can't log in. How can | troubleshoot?
A. Please reboot your user's workstation first. If the problem persists, please contact to ONE-Net Help
Desk at 243-3883 to troubleshoot.
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