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As we prepare to transition to the Defense Information System for Security (DISS), 
the below information will help guide you through Debriefing and Suspending 
Access.

Permissions/Roles Required:

ÅSecurity Officer

ÅSecurity Officer Admin

ÅSecurity Manager

ÅHelp Desk with owning relationship to subject 

Note: Permissions must have either Grant Non-SCI Access or Manage SCI Access 
permission.

Permission Roles
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ÅPermissible Roles to create a visit:

ÅSecurity Officer

ÅSecurity Officer Admin (optional 
permission)

ÅSecurity Officer Visit Admin

ÅSecurity Manager

ÅCreating a Visit and Searching a Visit are 
under 2 different links.

Permissible Roles
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[ŜǘΩǎ ƎŜǘ  ǎǘŀǊǘŜŘΣ ŦƛǊǎǘΣ ŦǊƻƳ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴΣ ƭƻŎŀǘŜ ǘƘŜ {ah ǘŀōΦ aŀƪŜ ǎǳǊŜ ǘƘŜ ǘŀō 
is fully extended to show SMO options to include Current SMOdrop down.

Create SMO Visit

If you have a role for more than one SMO, 
ensure you are in the correct SMO to submit 
the visit under.
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/ƭƛŎƪ ƻƴ ά/ǊŜŀǘŜ {ah ±ƛǎƛǘǎέ

Create SMO Visit

bƻǘŜΥ LŦ ά/ǊŜŀǘŜ {ah ±ƛǎƛǘέ ƛǎ ƴƻǘ ǎƘƻǿƛƴƎ ȅƻǳ 
may not have the correct Role to take this action. 
If you select Current SMO for the Hosting SMO, 
no additional fields display.

{ŜƭŜŎǘ ά/ǳǊǊŜƴǘ {ahέ

Select 
άbŜȄǘέ

1

2

3

Select Hosting SMOis a required field. Options available are Current SMOor Find Hosting SMO.
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SMO Location 

Select ά9ȄƛǎǘƛƴƎ {ah [ƻŎŀǘƛƻƴέ ŀƴŘ {ŜƭŜŎǘ άbŜȄǘέΦ

1

2
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Select SMO: Find Hosting SMO

If you are not the Host then you 
need to find the Hosting SMO.
{ŜƭŜŎǘ άCƛƴŘ IƻǎǘƛƴƎ {ahέΦ

Use the SMO Attributes to search 
for the SMO such as SMO Name, 
Cage Code, Service, Unit 
Identification Code etc.
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Select SMO: Finding Hosting SMO

/ƭƛŎƪ ƻƴ ά{ŜŀǊŎƘέ to generate any 
matching results. 

The results display in the SMO 
Search Results table.

Select the appropriate SMO and 
Select άbŜȄǘέΦ
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SMO Location: Temporary Visit Location

If you select Temporary Visit Location, you need to fill in the location fields. Use 
the drop-down menus to select a State and Country. 
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SMO Location: Select Existing SMO locations  

Select the correct 
άExisting  SMO 
Locationέ ŦǊƻƳ 
your options and 
ǎŜƭŜŎǘ άbŜȄǘέΦ
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Visit Information 

In the Visitor Information 
tab you must provide the 
ά±ƛǎƛǘ 5Ŝǘŀƛƭǎέ ŀƴŘ άtƻƛƴǘ 
ƻŦ /ƻƴǘŀŎǘ LƴŦƻǊƳŀǘƛƻƴέΦ

See instructions and an 
example in the next two 
slides.
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Visit Information Example

1. Enter Visit Name. 

Å This is a free text field.

2. Enter Start Date and End Date.

Å Use the calendar to ensure proper entry 
however, this information can be 
manually entered in the DISS approved 
date format.

3. Enter Access Level. 

Å Drop-down option contains: None, Top 
Secret, Top Secret SCI, Secret and 
Confidential. 

4. Enter Visit Reason. 

Å Drop-down option contains: Inspection, 
Meeting, Other, Planning Conference, 
Seminar, Symposium, TAD/TDY, and 
Training.

1
2

3
4
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Visit Information Example (continued) 

5. Enter Visit Notes. 

Å While this is not a required 
field this space could be 
utilized for additional 
information such as contract 
being utilized for meeting or 
other special instructions.

6. Enter Point of Contact information. 

Å First Name, Last Name and 
Phone Number are all required 
fields to be completed under 
this section.

7. {ŜƭŜŎǘ άNextέ ǿƘŜƴ ŎƻƳǇƭŜǘŜΦ

5

6

7
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Visit Confirmation

After you selected 
άbŜȄǘέ the Visit 
Confirmation 
Details appear.

Review the Visit 
Detailsto confirm 
they are correct. 
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