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 througkbriefing and Suspending
Access
Permissions/Roles Required:
A Security Officer
A Security Officer Admin
A Security Manager
AHelp Desk with owning relationship to subject

Note: Permissions must have either Grant {8@1 Access or Manage SCI Access
permission.
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Permissible Roles

APermissible Roles to create a visit:

- swo
ASecurity Officer PRm—
ASecurity Officer Admin (optional = o e
permission) e o
ASecurity Officer Visit Admin e

ASecurity Manager

PSMO-I-1 '

Set Default SMO

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

[ SG§Qa IS a0FNISRE FANRIOZ FNRY (KS
IS fully extended to show SMO options to inclGderent SMQ@irop 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,
ensure you are in the correct SMO to submi
et Defaute 50

the visit under.
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Create SMO Visit

Select Hosting SM® a required field. Options availalle Current SMOr Find Hosting SMO.

View Current SMO Select SMO SMO Locatlon
View SMO Tree

Search SMOs

i:/.r:it?;sg ?,-;:,-/;i;it *Select hosting SMO{) current SMO ) Find Hosting SMO
Current SMO:
D e ,
[ Set Default SMO | { St b ArBl NGB yiu {ahe¢
- . A s A |
/ £ AONNRKWGIS {ah =xA&A
St Confirmation |

b2GSY LT a/ NSFGS {ah [t e

may not have the correct Role to take this actic

A N\

. E
If you select Current SMO for the Hosting SMC | b SEG €
no additional fields display.
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SMO Location

V4

Selech 9 EAAGAY I ¢{ aly R BSHIBE Y 4

New Visit L !
Select SMO SMO Locati — Confirmati
€leC e JA LOcation Informatlon fion

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

: Visit
Select SMO SMO Location . Confirmation
Inform |
- aton 1 If you are not the Host then you
Select a SMO . .
it ol 758 i O BTt < need to find the Hosting SMO.

e [ St BOYRGI 2adAy3 {aht
-aswo I
F  Use the SMO Attributes to search
=Top a— — for the SMO such as SMO Name,
Cage Code, Service, Unit
" Identification Code etc.

Unit
CAGE Code: Identification
Code:
U.S. Joint ) - U.S. Agency '

Organization: Select Joint Organization Code Code:

Service -
L Non U.S.
Organization Aasiar Coda:
Code: il '
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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 '
o D

et

[ £ A Ofl S I2 NTynérate any

__~"matching results.

The results display in the SMO
Search Results table.

v SMO Search Results

ation Facility
Clearance

No records found. oo ] Select the appropriate SMO and
I y A ALY .,. I
—— Select b SEU € &

SMO Name
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SMO Location: Temporary Visit Location

If you selecTemporary Visit Locatiogou need to fill in the location fields. Use
the dropdown 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

@ Existing SMO Locafion o Temporary Visit Location ) No 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 x |
Select SMO SMO Location Visi - Confirmation |
Select the correct Information |

cExisting SMO Select Location
. 4 Select a SMO (PSMO-I-1) Location to host the visit: ‘

Locatlom -F N\E Y o Existing SMO Location . Temporary Visit Location @ No Location i

your options and

aSt BOEG &

Existing SMO Locations (2)
Addr. City State Zip+Ext. Country |
8401 Greens i ite-220—crean VA 22102 USA |
W Chantilly VA 22033 ) |
\

= ~ (D @D |

v isit Location
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Visit Information

%

New Visit

Select SMO SMO Location Visit Confirmation
Information

*Visit Name:

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

LCEERIEVE Solact Visit Access ' RUCEEIE Sclect Visit Reason '

Visit Notes:

2000 characters remaining

v~ Point of Contact Information

*First Name: *Last Name:

*Phone Number:

T

|

|

|

|

\

|

\

|

\

|

\

|

\

|

|

|

\
i

|
Back Next ,_m_"
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In theVisitor Information

tab you must provide the
EAAAG 5SGIF AT aé
2F [/ 2yiFO0 LYyT?2
See Instructions and an

example in the next two
slides.
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Visit Information Example

New Visit

Select SMO SMO Location Confmation
Information

¥ Visit Details

1 *Visit Name:

*Start Date: YYVY 2 *End Date: Yyyy/n

mm/d m ‘_1: Gj
3 R Solect Visit Access ' BUCEEIN Solect Visit Reason '

Visit Notes:

2000 characters remaining

v~ Point of Contact Information

*First Name: *Last Name:

*Phone Number:

Back

Jan. 2021

Enter Visit Name.
A This is a free text field.
Enter Start Date and End Date.

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

Enter Access Level.

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

Enter Visit Reason.

A 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: YYyyy/mm/dd o]

LCEERIEVE Solact Visit Access ' RUCEEIE Sclect Visit Reason '

Visit Notes: :EE

2000 characters remaining

*First Name: *Last Name:

*Phone Number:

|
= **_mjma;

Jan. 2021

5. Enter Visit Notes.

A 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.

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

7. { St Nl @aKSy O2YLX S
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Visit Confirmation

After you selected
& b S tBdi\Asit
Confirmation

Details appear. __
Review theVisit

Detailsto confirm
they are correct.
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