DISS JVS JOB AID

Create a Visit Request
in the DISS Joint Verification System
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Permission Roles

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:
» Security Officer
* Security Officer Admin

* Security Manager
* Help Desk with owning relationship to subject

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

* Permissible Roles to create a visit: _

¢ Secu rlty Ofﬂ Ce r View Current SMO

View SMO Tree

 Security Officer Admin (optional Search SMOs

Create SMO

permission) Create SMO Vist
 Security Officer Visit Admin

Curren

PSMO-I-1 '

Set Default SMO

* Security Manager

* Creating a Visit and Searching a Visit are
under 2 different links.
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Create SMO Visit

Let’s get started, first, from the main screen, locate the SMO tab. Make sure the tab
is fully extended to show SMO options to include Current SMO drop down.

View Current SMO
View SMO Tree
Search SMOs
Create SMO
Create SMO Visit
View SMO Visits

Current SMO:

_. If you have a role for more than one SMO,
PSMO-I-1

ensure you are in the correct SMO to submit
the visit under.
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Create SMO Visit

Select Hosting SMO is a required field. Options available are Current SMO or Find Hosting SMO.

View Current SMO Select SMO SMO Locatlon
View SMO Tree

Search SMOs

Crests-SMO Select a SMO

Create SMO Visit

VTETr-SME-isite *Select hosting SMO{®) current SMO ) Find Hosting SMO
Current SMO:
CID "
Select “Current SMO”
0 0 0 000
Click on “Create SMO Visits” ¢ _
Confirmation |

ation

Note: If “Create SMO Visit” is not showing you _ 3 Select

may not have the correct Role to take this action.

) //Next”
If you select Current SMO for the Hosting SMO,
no additional fields display.
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SMO Location

Select “Existing SMO Location” and Select “Next”.

New Visit L

: . Visit .
Select SMO SMO Location ffoate Confirmation

Select 2.SMQ.LDSMO-1-1) Location to host the visit:

o Existing SMO Location Temporary Visit Location ) No Location

¥ Visit Location

Existing SMO Locations (2)

Addr. City State Zip+Ext. Country
8401 Greensboro Drive Suite 220 MclLean VA 22102 USA
111 Glendole Lane Chantilly VA 22033 USA
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Select SMO: Find Hosting SMO

New Visit x 8

Select SMO SMO Location information Confirmation
- If you are not the Host then you

e need to find the Hosting SMO.
Select “Find Hosting SMO”.

*Select hosting SMO: @ current(SMO ) Find Hosting SMO

Find Hosting SMO

‘ ¥ SMO Attributes
P —
SMO Name: .

Use the SMO Attributes to search
for the SMO such as SMO Name,
Cage Code, Service, Unit

v Organization Attributes . [ .
, ldentification Code etc.
Unit 7
CAGE Code: Identification \ }
Code: |
U.S. Joint : — U.S. Agency ‘ Y
oo TR
Service -
L Non U.S.
Organization Aasiar Coda:
Code: b '
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Select SMO: Finding Hosting SMO

Service

2 Non U.S.
Organization Agency Code:
Code: o '
Sub Agency
Code:
¥ Location Attributes
Address
Address Line 1: i
Line 2:

City: BIElCH State/Territory '
cor

et

Click on “Search” to generate any

/matching results.

The results display in the SMO
Search Results table.

v SMO Search Results

Facility

5 B all
SMO Name Status Organizatic Type Clearance

No records found.

Select the appropriate SMO and
7 Select “Next”.
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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.

New Visit x

. X Visit .
Select SMO SMO Location Tnfarition Confirmation

Select Location

Select a SMO (PSMO-I-1) Location to ho

@ No Location

@ Existing SMO Locafion o Temporary Visit Location

v Visit Location

‘ =Address 1: Address 2:

=City: State: -

oo TR

oac
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SMO Location: Select Existing SMO locations

New Visit %
Visit |
Select SMO SMO Location . Confirmation |
Select the correct Information |
“Existing SMO Select tucalion |
. ) Select a SMO (PSMO-I-1) Location to host the visit: 1
Locatlon . fro m d o Existing SMO Location @ Temporary Visit Location @ No Location i
your options an — |
v isit Location [
select “Next”. |
Existing SMO Locations (2) ;
Addr. City State Zip+Ext. Country \

8401 Greens ; ite-220—Tcean VA 22102 USA '
111 Glendole Lane Chantilly VA 22033 ) 3
: \

= — (D D
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Visit Information

New Visit

Select SMO SMO Location Visit Confirmation |
Information ‘

i ~ Visit Details T

*Visit Name:

*Start Date:| yyyy/mm/dd o] *End Date:| YYyYyy/mm/ad o]
e D - CEE G
Visit Notes:

2000 characters remaining

v~ Point of Contact Information

*First Name: *Last Name:

*Phone Number:

o et § concel TR0

Jan. 2021

In the Visitor Information
tab you must provide the
“Visit Details” and “Point
of Contact Information”.

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

New Visit x
Select SMO SMO Location Visit Confirmation
Information

i ~ Visit Details

*Visit Name:

*Start Date:  Yyyyy/mm/dd * *End Date: Yyyy/mm/dd

Visit Notes:

2000 characters remaining

v~ Point of Contact Information

*First Name: *Last Name:

*Phone Number:

o e § cancel I8

Jan. 2021

|~| &
* LSRR Solact Visit Access ' BUCEEH Solect Visit Reason ' *

Enter Visit Name.
 Thisis a free text field.
Enter Start Date and End Date.

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

Enter Access Level.

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

Enter Visit Reason.

* Drop-down option contains: Inspection,
Meeting, Other, Planning Conference,
Seminar, Symposium, TAD/TDY, and
Training.
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Visit Information Example (continued)

New Visit

Select SMO SMO Location Visit Confirmation |
Information
~

*Visit Name:

%

*Start Date: | yyyy/mm/dd o] *End Date:| Yyyy/mm/dd

o]
LCEERIEVE Solact Visit Access ' BUGCEEUIH Soject Visit Reason '

Visit Notes: !%l

2000 characters remaining

v~ Point of Contact Information

*First Name: *Last Name:

*Phone Number:

o * et § concel TR0

Jan. 2021

5. Enter Visit Notes.

e 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.

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

7. Select “Next” when complete.
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Visit Confirmation

New Visit

|

Select SMO

¥ SMO Organization Details

- SMO Name:
Organization:

U.S. Agency Code:

After you selected
“Next” the Visit
Confirmation
Details appear.

¥ SMO Location Details

SMO Location Type:
Address Line 1:

—< _

City:

Zip Code:
Review the Visit
Details to confirm - visit Details
they are correct. Visit Name:

Visit Start Date:

el Visit Access Level:

Visit Naotes: Tectina

Visit

SMO Location Tnfosation

PSMO-I-1 Parent SMO:

DISS-DISS-12

UNKNOWN Organization Type: Unknown

Sub Agency Code:

Existing Location
111 Glendole Lane Address Line 2:
Chantilly State: Virginia

22033 Country: United States

James Outlet

2020/09/30 Visit End Date: 2020/12/18

Secret Visit Reason: Inspection

Jan. 2021
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Visit Confirmation (continued)

If the Visit Details are
incorrect select “Back”
to correct.

If the Visit Details are
correct select “Save”.

Jan. 2021

¥ SMO Location Details

SMO Location Type:
Address Line 1:

City:
Zip Code:
¥ Visit Details

Visit Name:

Existing Location
111 Glendole Lane
Chantilly

22033

James Outlet

Address Line 2:
State:
Country:

Virginia

United States

|
\
|
|
}
|
\
|
|
|
|
|
Inspection }
i
\
|
\
i
|
|
|
|
|

Visit Start Date: 2020/09/30 Visit End Date: 2020/12/18
Visit Access Level: Secret Visit Reason:
Visit Notes: Testing
¥ Point of Contact Information
First Name: Mike Last Name: Growler
Phone Number: 444-555-6969
Back Save
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Visit Details

About JVS * | BRI &l &1 ElER

O n Ce yo u h ave Visit Name: James Outlet Visit Status:  Created
Access Level:  Secret Hosting SMO:  PSMO-I-1

save d T h e Visit Creating SMO:  PSMO-I-1 Reason: Inspection

. . . Start Date: 2020/09/30 End Date: 2020/12/18

I n fo r m at I O n |t POC Name: Growler, Mike POC Number: 444-555-6969

Wi I | a p pe a r i n Visit Notes: Testing

[~ vise Actions |

the Visit Details

Tab where you T y—

are able take Address city state e
V|S|t ACtl on S, 111 Glendole Lane Chantilly Virginia

Change Location
or Add Subject. e

Expand Subject Name Eligibility Start Date End Date Access Status Access Level Visit Status

Change Location

No records found.

Add Subject
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Visit Actions

Under Visit Actions
menu you can Edit
Visit Information or
change Visit Status
to Cancel or
Activate.

To activate an
existing Visit, click
on the “Visit
Actions” drop-
down menu and
select Activate
Visit.

Jan. 2021

About JVS * |ERVE SIS 1

Visit Name: James Outlet Visit Status: Created
Access Level:  Secret Hosting SMO:  PSMO-I-1
Creating SMO: PSMO-I-1 Reason: Inspection
Start Date:  2020/09/30 End Date: 2020/12/18
POC Name: Growler, Mike POC Number: 444-555-6969

Visit Notes: Testing

[~ Vit nctions |

Visit Information

Edit Visit Information

v Visit Location

Visit Status

Cc
United States | Cancel Visit
i Activate Visit

111 Glendole Lane Chantilly Virginia 22033

v Visit Subjects (0)

Access Level Visit Status

Start Date End Date Access Status

Subject Name

Expand Eligibility

No records found.

Add Subject
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Visit Actions (continued)

A pop-up window called Activate Visit opens.

Select “Yes” to finish activating the visit, or select “No” to cancel the activation.

Activate Visit x

A Are you sure you want to activate this visit?

ves | Mo
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Visit Actions (continued)

Once activated, the status of the visit changes to Active and
you receive a confirmation message.

Visit Activated.,
| U

Visit Name: Training Visit Status: ( Active )

~—
Access Lavel:  Nore Hosting SMO:  Navy
Creating SMO:  Navy Reason: Traning
Start Date:  2020/09/07 End Cate:  2020/05/13
POC Nama: Bakar, Laura POC Number:  555-987-7896

Vist Notas: Training for Security Officers,
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Change Visit Location

If you need to
change Visit
Location select
“Change Location”

Jan. 2021

Visit Details *

Visit Name: James Outlet Visit Status: Created
Access Level:  Secret Hosting SMO:  PSMO-I-1
Creating SMO: PSMO-I-1 Reason: Inspection
Start Date: 2020/09/30 End Date: 2020/12/18
POC Name: Growler, Mike POC Number: 444-555-6969

Visit Notes: Testing

[ Vit actons |

¥ Visit Location

Address City State Zip+Ext.

111 Glendole Lane Chantilly Virginia 22033

Change Location

~ Visit Subjects (0)

Expand Subject Name Eligibility Start Date End Date Access Status Access Level Visit Status

No records found.

Add Subject
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Edit Visit Location

The Visit Location box appears

with the same options you Select a SMO Location to host the visit:
had before when you © Existing SMO Location @ Temporary Visit Location @ No Location
established the Visits Request.
Addr. City State Zip+Ext. Country
When Completed Wlth the 8401 Greensboro Drive
_ ; y S McLean VA 22102 USA
edits select “Save” or if no
Changes were made or yOU 111 Glendole Lane Chantilly VA 22033

want to discard those changes
select “Cancel”.

Cancol
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Visit location Changed

Visit Location saved.

x

About JVS Visit Details *

U

Visit Name: James Outlet Visit Status: Created
|f th e Visit Access Level:  Secret Hosting SMO:  PSMO-I-1
Creating SMO:  PSMO-I-1 Reason: Inspection
Location |S Start Date:  2020/09/30 End Date: 2020/12/18
POC Name: Growler, Mike POC Number: 444-555-6969

changed and Visit Notes: _ Testing
saved a yellow

box will
confirm “Visit i oy statn e o

o
8401 Greensboro Drive S :
Locatlo n Suite 220 McLean Virginia 22102 United States

” Change Location
saved”. R EE——————————————.

Expand Subject Name Eligibility Start Date End Date Access Status Access Level Visit Status

[~ vt actons |

No records found.

Add Subject
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Visit Details

About JVS * | BRVIE T <1 R

Visit Name: James Outlet Visit Status: Created
N OW yo u n e e d to Access Level:  Secret Hosting SMO:  PSMO-I-1
o . Creating SMO: PSMO-I-1 Reason: Inspection
a d d VI S Ito rs to Start Date:  2020/09/30 End Date: 2020/12/18

POC Name: Growler, Mike POC Number: 444-555-6969

the request by
selecting “Add
Subject”. T

[~ vt actons|

Address City State Zip+Ext. Country

111 Glendole Lane Chantilly Virginia 22033 United States

Change Location

¥ Visit Subjects (0)

Expand Subject Name Eligibility Start Date End Date Access Status Access Level Visit Status

No records found.

Add Subject
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ADD SUBIJECT TO VISIT
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Add Subject to Visit

You have two options to ade
Add Subject Visit
d SU bJeCt tO the VISIt. Add Subject by SSN/PSSN:

=) BREEEEEERE)

Type in the Social Security

n u m b e r a n d S e | e Ct ”Ad d Lact tame » Het Nawe 5 SN/PSS Birth Date © Eligibility Inv Type Inv Close Date
Su b.ect n Martinez Yvette None
J Larkin Tracy None
O r- Costello Ingrid None
McNash Aria None Tier 5 2020-03-17
SC ro | | th r_o u g h th e S u bJ eCt }S :::UpgradeElg»lssz ;S;LllpgradeElg-lssz :\'lz]:‘:ecret Tier 5 2018-09-18
fo r th e C urre nt S M O a p pe ar sci1 sci1 Top Secret Tier 5 2019-07-11
. . . Rose Sammy None
within the table. The entire Sammy
. . . H15 H15 Top Secret Tier 5 2019-05-15
subject list will populate. o = -
. . Miller Mary None
Note: N Ot a | I S U bJ eCtS I n th e GATVZ22 GATVZ22 Top Secret Tier 5 2018-09-06
list will meet the conditions o - o
to be added to the visit.
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Select Subject To Visit

fak S1 None
Selecting a subject Miller Mary
. GATVZ22 GATVZ22 Top Secret Tier 5 2018-09-06
from the table will -
pple Red None
display their o = e
information below. | Subject Information
Subject Name: Test Four DOB: 1987/07/01
» Eligibility: None
*Start Date: 2020/09/30 G} *End Date: 2020/12/18 o]
Category ~ Relationship ¢ SMO © Begin Date © ICC ©
Industry Owning PSMO-I-1 2020/07/30 Contractor

' Subject Visit Access: ) Existing Access @ Defer to Hosting SMO
v Select Subject Access for Visit

Type Status Granted Granted By
I No records found.
Exception Reason:

50 characters remaining.

Gorca
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Select Owning or Services

Select the calendaricon to select a ”Start Date” and “End Date” The selectable dates
will filter based on the dates of the visit.

Eligibility: None

*Start Date: 2020/09/30 @ *End Date: 2020/12/18 @
v Select Owning/Servicing SMO
Category - Relationship ¢ SMO © Begin Date ¢ ICC ¢
Industry Owning PSMO-I-1 2020/07/30 Contractor

Subject Visit Access: ) Existing Access\ )} Defer to Hosting SMO

Click on a row to select an Owning/Servicing SMO relationship.

Use the radio buttons to select a visit access: “Existing Access”, or “Defer to Hosting SMO”. If you
select Defer to Hosting SMO, the hosting SMO will then need to create a servicing relationship with
the subject, and grant the subject the same level of access as the hosting SMO. Use this option when

the creating SMO has a lower access than the hosting SMO.
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Select Subject Access for Visit

Subject Visit Access: ) Existing Access @ Defer to Hosting SMO

H: you SeleCt v Select Subject Access for Visit
“Existing
” . e Status Granted Granted By
ACCESS ) ClICk — | TOp Secret ACTIVE 2020/05/13 Army
on arow to
Select a n Exception Reason: )
eXlstl ng a CceSS . 50 characters remaining.

Save Cancel

If the subject’s access is lower than the visit’s access level, you must type an “Exception Reason” into the
text box. Click “Save”.
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Selected Subject

¥ Visit Location

Address City State Zip+Ext. Country
8401 Greensboro Drive AP .
Suite 220 MclLean Virginia 22102 United States
Change Location
¥ Visit Subjects (1) l_
Expand Subject Name Eligibility Start Date End Date Access Status Access Level Visit Status
o GATVZ22 GATVZ22  Top Secret 2020/09/30 2020/12/18 Approved ‘ V4 'n"ﬂ

Add Subject

If saved, the subject is added to the Visit Subjects table and the number increases by one.

You can view the subject visit on ‘Subject details’ page under visit section in JVS, CATS and Appeals
application.

To edit a subject after adding them to the visit, click on the edit icon in that row of the “Visit
Subjects” table. A pop-up window called Edit Subject Visit opens. Edit the fields as appropriate.
Click Save to save your edits, or click “Cancel” to cancel your edits. Note: You can only add a subject

once to a visit. Otherwise, you will receive an error message. DEFENSE
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Questions

H [m Reporting Help About

For more information about these DISS actions see the Joint Verification System (JVS)
and Reporting User Manual which can be accessed in DISS in the upper left corner by
clicking on Help or contact the DISS Customer Call Center (CCC) at 1-800-467-5526.

Note: If you encounter an issue with a specific record, be prepared to provide a
screenshot via encrypted email.
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