
PSSAR Instructions for SWFT Org Admin Access 
 

• Currently DCSA is only accepting the DD 2962 Vol 2, Jan 2020 form with the OMB expiration of 
05/31/2028. All other form versions will be rejected.  

 

 
 
 

• Please enter your name at the top of each page 

 
 

• Part 1: Fill out the highlighted sections  
o Box 12: 
o Non-DOD/Military/DoD Civilian: Leave this blank. 
o Industry: Please enter the cage code for your organization. 

 
 

• Part 2: Fill out the highlighted sections: 
o 15: Type of Request; Check initial   
o 15A: ALL AGENCIES Check Organization/Company Administrator  
o 15B: ONLY DoD Civ/Military/Non-DOD: Check Enroller Group Administrator  

 
 
 
 
 
 
 



• Part 3: Please check the boxes for your completed training and include the dates 
o Dates must match those on the training certificates 

 
 

• Part 4: Please add your signature and date (This can be an electronic or ink signature) 

 
 

• Part 5: Nominating Official:  
o Industry: The nominating official completing part 5 must be a KMP and be on the most 

recent Industry KMP list DCSA has for the organization. 
o DoD Civ/Military/Non-DOD: This needs to be someone within your organization that is 

nominating you for an account.  
 

 
 

• Part 6: Validating Official: Someone who can verify your Public Trust/National Security 
investigation (This can also be the same person as your Nominating Official, if applicable.) 
o This CANNOT be filled out by the person requesting access.  
o INDUSTRY ONLY: If you are a single person facility, please specify this in your response and 

leave this section blank. A validating official will be found for you by DCSA.  
 

  
 
 
 



Training Requirements for SWFT Accounts  
 
All SWFT PSSAR submissions must be accompanied by proof of completion of both of the following 
training courses. The certificates must indicate that the course was completed within the past 12 
months:  
 
1. Cyber Security Awareness/Information Assurance course (2 options): 

A. DISA training course: https://www.cyber.mil/cyber-awareness-challenge  
B. Training course provided by the cleared service/company/agency. 

2. Personally Identifiable Information course (3 options): 
A. DISA training course: DoD Personally Identifiable Information https://www.cyber.mil/training   
B. DSS training course: https://www.cdse.edu/Training/eLearning/DS-IF101  
C. PII training course provided by the cleared company/agency (must be approved by the SWFT 

PM) 
 
 

PSSAR Submission Process: 
This box cannot receive encrypted emails. Please utilize one of the following options: 
 
Add a password to Microsoft Word Doc 

1. First, open the Office document you would like to protect.  
2. Click the File menu  
3. Select the Info tab 
4. Select the Protect Document button  
5. Click Encrypt with Password. Enter your password then click OK. 

 
Add a password to Adobe Acrobat (pdf) 

1. Open the PDF and choose Tools > Protect > Encrypt > Encrypt with Password.  
2. If you receive a prompt, click Yes to change the security.  
3. Select Require a Password to Open the Document, then type the password in the corresponding 

field 
 
DOD SAFE Option:  

1. INDUSTRY/Non-DoD: Please reach out to DCSAFTSTeam@mail.mil and request a DOD 
Safe drop 

2. DoD Civ/Military: Go to safe.apps.mil and submit a DoD Safe request over to 
DCSAFTSTeam@mail.mil   
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