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The GSA Site Manager Tool is a web portal that USAccess role holders use to manage and update
agency sites and workstations. The tool is accessible from a user’s desktop computer or an activation
station. The desktop computer must be set up with a card reader and ActivClient middleware to

access Site Manager. Site Manager requires an active credential and appropriate USAccess role to
log in to the tool.

This Job Aid provides Agency Site Managers (ASMs) with instructions for using the Site Manager
Tool to perform the following tasks: add a site, add workstations, assign sites to Local Site Managers

(LSMs), check pending requests, and check locations within a user’'s agency and scope of
permissions.

Log in to Site Manager

Access Site Manager by logging in to the USAccess system: https://portal.usaccess.gsa.qov/aisso.
The PIN associated with your PIV Credential is required to log into USAccess.

A

PV Credontial Log In

Une your USAccess IW Crastrste! & Lagn

WARNONC! THES SPSTEN IS POR AUTHORZIZD USE O

Upon successful login to the USAccess system, select the Site Manager Application and then your
role. Role selection determines the system features that are shown.
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Agency Site Manager Home Tab
The Agency Site Manager Home tab shows available ASM Tools and a summary of pending tasks.
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Site Management

To search for an existing site, select “Search Fields.” The site search feature will only show results
related to the user’s assigned role and scope in the system. For example, GSA Agency Site
Managers will see only GSA sites. An ASM with scope limited to sub-agencies will only see sites
within that agency/sub-agency scope.
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Available search fields appear in the drop down list.
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1 AGEMNCY SITE MARSSER DIEPARTMERT COF HICLIS TR

P ARND LIRBAN DEVE L ME

Haarch Nialds
ek g fth Timicl fram th 1y
B, Glta Harns and @t

AL AT

Elte 10
A Eisy Marme

Sub ageroy
Acdcrass Linas |

Iy

State (2 char, abbr,
AR Go5ie

T

Users can search using “Selected Search Field” and “Match Type” fields. In the example below,
“Site Name” and “Contains” are the values chosen. “Site Code,” “State” and “Zip Code”

selections are exact matches only.
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Create a New Site

Creating a site requires the same information for both LSMs and ASMs; however, the approval

process differs. Click the “Add a New Site” button.

Site Search
Select Search Fields

the filters (e.g. Site Name and Site £ or City and Stata).

Site Name

v Select

Ll Include inactive sites

(o] cerwe | s | shewsie |

Site Search Results

Pick any of the fietds from the crop down list to search on, If more than one field is setected and populatad, the search will perfarm and “AND" on
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Populate Site Information

Complete the required fields (marked with a *) in the Site Information tab: Site Name, Scheduler Site
Name, Agency, Sub-Agency, Shared or Dedicated, Site Type, Site Function, and Start Date. Hours of
operation and Site End Date can also be entered if the information is known.

Croate A New Site

Site Information  ENTER DTSRI

DEPASTMENT OF AQRICUM TUHE
DEPARTMENT OF AGRICUR TN

CCi< <

I T

The “Site Name” appears on the ship-to location drop down box in the Sponsorship Portal. The
“Scheduler Site Name” appears in the Assured Identity Scheduler.

Selecting the “?” help icon to the right of the “Site Name” field will prompt a pop up box to appear
noting the Site Name will appear in the Sponsorship Portal when selecting a ship-to location.

| Site TnfOonmathon She Enformution
-~ e Name “

Thes &2 the site name that will appesr in the
sporsershap portel when selecting » ship-to
o ptran

LR PARTME NT OF ACERICUL TS
CEPAMTMENT OF AL T s

¢ C«
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Selecting the “?” help icon to the right of the “Scheduler Site Name” field will prompt a pop up box
to appear indicating that the Location/Site Name will display in the Assured Identity Scheduler Tool. If
the site is a shared site, include the word SHARED at the beginning of the site name. The
“Scheduler Site Name” field is limited to 80 characters.
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Create A New Site
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Check the box beside “Send update to scheduling tool” if this site will be available for scheduling
in the Assured Identity Scheduler tool. Check the box beside “Send update to Find A Center” if
this site will be listed on www.fedidcard.gov Find A Center.

When all Site Information is populated click the “Next” button.

Populate Site Address

Enter the required address information. Selecting the “?” help icon to the right of the “Street
Address” field will prompt a pop up box to appear indicating that credentials will not be delivered to
PO Boxes. This is important to remember if the site being created is a “Ship To” site.

Note: Update the Ship-To address as follows:

« Address Header: Site Name (e.g., GSA - USAccess)

« Street Address Line 1: Agency desired name (e.g., GSA - USAccess) - This can also include
a sub-agency or bureau.

« Street Address Line 2: Full street address including Room/Suite Number (e.g, 1800 F Street
NW, Room 1033A)

« City: Washington

« State: DC

«Zip Code: 20405

The information contained in this document is proprietary and may not be transmitted or disclosed to anyone outside of
the Government or authorized representatives without written permission.
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Create A New Site
Site Information
Site Address

Site Conmtmct

Nole

Site

Save

9

Note: Credentialz will not be delivered to PO
Boxes. Enter Street Address Only,

W
v
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Note: if the Latitude and Longitude coordinates are unknown, click the “Verify Address” button. A

map will appear and the coordinates will be provided only if the entered address is valid. If the

entered address is valid, ensure the “Use this validated address” box at the top of the Address
Verification page is checked. The geocode information will be provided including the Latitude and
Longitude coordinates.

Address Verification

¥ Use this validated address

Address Line 1 D (1800 F STNW
Address Line 2 j

City WASHINGTON

State [DISTRICT OF COLUMBIA
Zip Code D {20270 - 0016

v Use this geocode Information

Latitude & 38897123
Longltude @ |-77 04257
Timezone ID D [America/New_Yoek
DSTIGMT Offset 40/-50
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Yellow “1” icons on the Address Verification page indicate changes made by the verification tool. Click

“Save” to accept the changes or “Cancel” to cancel the changes made by the Address Verification
tool.

Check the “Use this validate address” and “Use this geocode information” check boxes to save
only the validated address or only the geocode information. Geocode information is required if the
“Send update to Scheduling tool” box is checked on the Site Information tab.

When all Site Address information is populated click the “Next” button.

Populate Site Contacts

Enter “Contact Name” and “Contact Information.” Select either “Primary” or “Secondary” for
“Contact Type.” Click “Add Contact.”

Once the contact has been added they will appear in the “Current List of Contacts” on the screen.

If the contact person or phone number has changed, select “Remove” and enter the new contact
information.

Create A New Site

Site Information Contact Selection | Use Name Search @ Enter Name
Site Address

Site Contacts ciono b
Site Notes Contact Information
Save

Sie v

113 v

Ship To v

Add Contact
Current List of Contacts
Last Name Flrst Name Emall Primary Phone Type Priority
REMOVE DOE JONATHAN (718)555-4511 SITE PRIMARY
REMOVE  DOI JONATHAN (718)555-4511 I PRIMARY
REMONE DOE JONATHAN (718)555-4511 SHIPTOD PRIMARY
[ provous B e |

When all Site Contacts information is populated click the “Next” button.

Populate Site Notes

Enter any applicable notes about the site. The “Site Notes” field is limited to 256 characters. When
the information is populated click the “Next” button.

The information contained in this document is proprietary and may not be transmitted or disclosed to anyone outside of
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Create A New Site

Site Notes

This 15 a Shared 5ite.

128 Characters Left

A pop up box will appear requesting a confirmation to save the new site. Click “yes.”

Mew Site Save Confirmation

Are you sure that you want to create

=

a request for a new site?

Scroll to the bottom of the screen and click “Finish” to save the new site information.

-m_-n_-mq

Add a Workstation

To add a workstation, select from the search fields and enter the “Agency Name” in the Search
Field.

The information contained in this document is proprietary and may not be transmitted or disclosed to anyone outside of
the Government or authorized representatives without written permission.
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[l Include inactive sites

[ Reest | CiewEoires | Sewch | A owsie

Site Search Results (615 records returned)

Site Search
Select Search Fields
Pick any of the fields from the drop down st to search on. If more than one field 13 selocted and poputated, the wesrch will perform and “AND" on
the filters (e.g. Site Name and Site 1D or City and State)
Agency Name v R
Field Value (separate values with ';') Match Type
REMOVE Agency Name ‘Dnn\mtmnm of Agriculture Exact Match

WLRISTADGRO  COnmLwALLY
1400 INDEPENDENCE AVENUE SW , WASHINGTON , DC 20250

Site Code Site Name Address Header
wrsm MR 466502 USDA - INDEPENDENCE AVE USDA PHOTO ID/HSPD-12 OFFICE
COrELWANES
1400 INDEPENDENCE AVE. SW , WASHINGTON , DC 20250
SO ST CARD STOOY

10002 USDA - INDEPENDENCE AVE USDA PHOTO ID/HSPD-12 OFFICE

0N M CARD STOCK

S, 100025  USDA - CENTRE AVE APHIS

In the example above, Department of Agriculture (USDA) was selected which yielded all USDA sites

in the “Site Search Results.” Click on “Workstations” next to the desired location.

Multiple workstations may appear for a single site as shown in the image below. Users have an option

to edit workstation information or modify the workstation schedule.

To modify the workstation schedule, click on “Workstation Schedule.”
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Site Management Add Workstation Edit Site Schedule

orkstation List for USDA - INDEPENDENCE AVE (10002)
System id  Start Date End Date Workstation Type

DBMLGW  04/12/2014 Fixed Activation
E7CS2T 03/01/2017 Fixed Activation
US4PS7 01/19/2016 Fixed Activation [ Printers |
PLDXKS 09/06/2018 Fixed CU
QDVUGH 12/20/2018 Fixed CU | Edit Workstation | Workstation Schedule | Printers |
W3RWWF  09/13/2018 Fixed CU
FF7PUD 04/12/2015 Fixed Enrollment
MAKUXV 04/12/2015 Fixed Enrollment [ Printers |

Users can select the days of the week and times that the workstation will be available and the types
of activities the station will perform (all types of activities, only enrollments, or only activations). If an
agency is set up for Local Print, there’s an option to select Printers and view pertinent printer details.

Printer List For Workstation CMMH74
Printer Serial Number Printer Model Status

sorscos 1075000 © Carg Prntr ENARLED

The “?” help icon states that workstations schedules can be set for all activities or for individual
activities. The “All” selection in the drop down list includes all of the activities available for the
workstation schedule. This means a schedule cannot be set for all activities and the individual
activities at the same time.

The information contained in this document is proprietary and may not be transmitted or disclosed to anyone outside of
the Government or authorized representatives without written permission.
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Workstation Schedule for Fixed CU (CMMH74)
Disable Workstation Diudde the snetidation ta vemeve # fime U whecduls

v Use Specific Workstation Schedule workyn

ETITTTE TR

i
Ssndey v XA v 10 v Seden2 Actonty
Change Weealy Availseiity

Workstation schedules can be set for All
. o] actinities or for mdtvidual activities. The Al
i | selection includes sl of the sctivities
avasable for the workstation schedule, Thiz
means a schedue cannat be set for all of the
actiyities and the individual actvities at the
ame time.

Workstation schedules can be modified to allot time frames for different activities (e.g., enroliment
appointments can be scheduled from 9AM-12PM and activation appointments can be scheduled

from 1PM-3PM.

dit Site Schedule
Appointment Availability
pchedule Start Time:
Bchedule End Time:

?CTE{}'C[?\M—V
3 V|00 V|PMwVv

Change Appointment Availability

Dally Schedule | Schedule Exceptions

Sunday V| [830AM V| [300PM V|

Change Weekly Avallabllity
Day of Week StartTime End Time Delete
Tuesday 8:30 AM 3:00 PM X
Thursday 8:30 AM 3:00 PM X

If you change the Appointment Availability Time,
you will need to check your daily schedule

To set the schedule for sach day, use the drop down list to
5 wirs, R \

To remove specific dates for the workstation availability click on the “Schedule Exceptions” tab.

Click on the date(s) to be removed. These dates can include holidays or any specific days that a

Local Site Manager will be unavailable.
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Edit Site Schedule
Appointment Availability

Schedule Start Time: 8 v[30v[amv|
Schedule End Time: 3 v[00 v]Pm v]|

Dally Schedule | Schedule Exceptions

Add Schedule Exception

Change Appointment Availability

n ® Unavailable All Day O Available From

If you change the Appointment Availability Time,
you will need to check your dally schedule.

830AM Vv - |300PM WV

Schedule Exceptions elete OPM Holidays are automatically included
% A |n the GSA Scheduler. If this site will be
Monday, May 27, 2019: Unavailable all day x open on one of these hofidays, click tha X
- & . to remove the hollday from the excaption
Thursday, July 04, 2019: Unavailable all day X Jist, Are there other specific days when
Monday, September 02, 2019: Unavailable all day b your sita will not bo available for
appointments? Add these exceptions by
Monday, October 14, 2019: Unavailable all day X selecting a date and availability status
Then click the “Add Schedule Exception”
Monday, November 11, 2019: Unavallable all day 3% biitton. Yourcan ko shat dewm-theslta
Thursday, November 28, 2019: Unavallable all day 3 far part of the day hy specifying the tima
(5) the site will be open on that specific
Wednasday, December 25, 2019: Unavailable all day p_ 4 day
Wednesday, January 01, 2020: Unavailable all day b &
Monday, January 20, 2020: Unavailable all day X
Monday, February 17, 2020: Unavailable all day > 4 v
Mandnie Maw A€ AR Haaalinkhia all Aa. v

Once you’ve made the edits to workstation schedule, a message box will appear to enter the
“Workstation ID” and “Start Date.” Click “Update.”

Edit Individual Workstation for Site

“Workstation System ID  [CMMHT4 |
“Start Date
Workstation Type Fixed CU Vv

Once the workstation has been updated, a message will appear that states “Workstation Validated
Successfully” in green text.

Edit Individual Workstation for Site
*Workstation System ID  [CMMHT4 |
“Start Date 102412018 |2

End Date 10/31/2018 [l

Workstation Type Fixed CU W
Workstation Validated Successfully,

The information contained in this document is proprietary and may not be transmitted or disclosed to anyone outside of
the Government or authorized representatives without written permission.
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If the Workstation System ID is unknown, it can be looked up by clicking on the USAccess system
info icon on the desktop. A pop up box will appear on the desktop:

8] o Systenn 1D Uiy

USl:)ccess M perspecta

System 1D: IMDLXH
System Type: MOBILE_CU

Site Code: 91000

Site Assignment
Use the “Site Assignment” button on the ASM Home tab to assign sites to Local Site Managers.

USFANCCESS Program

WOERITE MARAGER - GERNERAL SERWICES A0 MIRTSTRATT O M

JH & v s
Agoncy Site Managar Taols

E T L Sitas Pl o IR

Task List Sumimiary
Count Requesten |

In the “Applicant Search” field enter the Exact Last Name and First Name of the applicant and click
“Search For Users.” Search Results are returned on the page. Click the icon next to the Enroliment
ID to select the LSM for assignment. Click “Next” to proceed to the View Assignments page.

USF-VNCCESS Program

Appllcant Seaarch
|l-||-|| t Merme (Exmct Last Meamie, Exact First Mams) = |u||||||| BT ||I-wu

EnrallmentiD Last Farme First Fame LI
Sl DOOLO040EE EF RO D i AFOOO00LO004GZEZ@NedIDCard. gow
SEMERAL SERVICES ADMIMISTRATION fF SEMNERAL SERVICES SADMIMISTRATION
S OOODLO0AEET Er RO L - (=L 0 S AFOOOOO0LO00AGEImMFedIDCard. aow
et il e e Y 1SR S ADMINISTRATION / SENERAL SERYICES ADMINISTRATICHN
S OooiInoansa Era L - a0 (=LA S AFOOOOOLO0AEE4mFEodInCard, aow
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In the example below, the LSM has one current Site Assignment.

\
o An e

e s
LS LA L LR B L 0o

LU T L R T T
PARER A Mt A A M s
ARG

Once the applicant has been selected, you may search the Site Search Fields dropdown list. Site

search options include:
e Site Name

Site ID

Agency Name

Sub-Agency

Address Line 1

City

State

Zip Code

Search for site you want to assign to this LSM.

USP.NCCESS Program

bt med Aprpstiesmnt
1w e ) 1
Mareier (Lmet, Pty
L .
Aoy ne
gy (A
SHw Seacoh Vislds

e Senre b mesiits
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Assign a site by clicking the icon to the left of the “Site Code.”

US’,;“CCESS Program
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Confirm the site assignment by clicking “Yes” when the pop up box appears.

Add Site A Confir

Are you sure thal you want 1o sllow
ENROLL-AA, DAVE

1o manegs site

127456 G5A M5O - 7th Strest SW

The Site Assignment Saved pop up box appears and confirms that the Site Assignment successfully
saved. The confirmation contains the LSM name and the name of the site being assigned. To assign
more sites to this applicant, click “Ok” to close the dialog box and select the next site to assign.

Bite Asnignment Seved

Vol v siimmmnsfuilly wosimed
ENROLL-AA, DAVE
1o maname site
T2ANANA ONA MEE - Zith Bitreel nwW
sy Comunimiimed wivmn o
e PREVIOUS
et e witee o this
Vo wlome s
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Task List

The “Tasks Pending Your Review” tab shows the ASM the tasks that are in queue for approval.
Click “Next.”

USP.NCCESS Program

RAC Il 1 s 3 vl OF £O MR K
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The “Tasks Pending SSM Review” tab shows the System Site Manager (SSM) what needs to be
reviewed and approved.

USP.NCCESS Program

G mae the notification panel o

1o logout
470020000360 230 (wdidcard . gov

Tast POy Vs Rawe Y asas

Sile Code Site Mame Moy Dote ASM Appe e -
100197 SHIP 1O TESY 9/24/2013 /2472013  SENENAL SENVICES
REQUETTEN AAGIHTHAR S, STO AMN / repstre-. e red.tud / CENERAL TERVICES ADMINISTAATION
Ap QVER ROCSISTRAR-A, STC MMN / regatrer a@rop.teg / GENERAL SERVICES ADM ATION
100253 TEST REQUEST 10/3/201% 107372013  SENERAL SERVICES
REQUEETER LAM NEGIOTRAN, TTIOING NNN § 4700 o el Goy / QENERAL SERVICES SOMINISTRETION
APPROVER ASH. RAECISTAAR, TG NV [ 47002000 v / GENERAL SERVICES ADMINISTRATION
100254 KATECO-LSM 107372013 10/3/2013  SENERAL SERVICES
REQUESTER LOCALSITE-S, H1AGTNG WHN /| 2700 0000CI0006SMEB0eard, 0oy / GETEnse SidyICES 3OMINISTIETION
APPROVES AGENCYSITE A, STAGING NMN / £70032000300000 feddicard.guy / GERERAL SER CES ADMINISTRATION
LOO257 KATE SITE-R L1O7A/2013 A0/ AS2003 :»:):Elzﬂ';(‘n;\ﬂ’r:s
MEQUETTEM SN THITE-A, SEAUING NMy / £1009 GOV / DENERAL BENVICES ADMININTRATION
APPROVER AGENCYSITENA, STAGIMG NMN / £7003 fedidcmrd.goy / GENERAL SEAVICES ADMINISTAATION
10263 THIS IS MY SITE N/ 772012 A0S 7720483 G‘ncl%nl_t'\‘l},c:s
EETEA ARM-REGISTAAA, STO rot / 4I0UR0ODOTROI ISTedidemt ooy / GENERAL HERVICER ADMINIBTRATION
EFPRITVER A4M-RSGISTRAN, STO MWK / SIUIMIN0D0S0 A0 edidoart dire / GENERLL SERAVICES ALMINISTRATION -
< >

Review and Approve Site Information Changes

The “Site Information” page shows proposed changes that can either be approved or edited further.
If the “Proposed Changes” are accurate then click the box beside “Approve Site Information
Changes” at the bottom of the page. If edits need to be made, click the “Edit” button.

The information contained in this document is proprietary and may not be transmitted or disclosed to anyone outside of
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USPFLNCCESS Program
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The “Address Information” page shows proposed changes that can either be approved or edited
further. Click “Verify Address” to ensure the address is accurate.

Click yout UPN €0 sue the notficstion panel of to gout
A 700200003260 2 10 fedidcard gov

" EGISTRAR. STAGING WM
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If the address is correct, click the “Save” button.

The information contained in this document is proprietary and may not be transmitted or disclosed to anyone outside of
the Government or authorized representatives without written permission.
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Address Veritication
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Once the address has been verified and saved a “Request Approval” pop up box will appear. If all
information is approved, click “Yes.” If information needs to be edited, click “No” and make the
necessary changes.

REQUEST APPROVAL

Are you sure that you want to update
this request?

Site Code : 100260

Site Name : ADAM - TEST LAB TWO
Site Information : REJECTED

Site Address : APPROVED

New sites require that both portions
of the request be approved. If either
portion of a naw site request has
been rejocted, the entire reguest will

be rejected

Like LSMs, ASMs can view a “My Submitted Requests Summary” list. Click the “View Your
Requests” button to get a more detailed look at the requests in the ASM task list.

The information contained in this document is proprietary and may not be transmitted or disclosed to anyone outside of
the Government or authorized representatives without written permission.
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Site Search Fields
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Unprocessed (pending) and In Process Requests cannot be marked as read. An SSM will need to
cancel these requests. Click “OK.”

Your Requests

lu'm key - Hoqg Date Site Codu Site Name
10/7/2013 10:00:29 AM 100230 D-L-§
10/7/2013 2:39:42 O™ 100263 THIS IS MY SITE

ADAM'S HOUSE OF T

10/7/2013 2:47:08 PM 100204 REPUTE

10/7/2043 30825 PM 100265 HP
10/7/2013 3:19:00 PM 100208 ASM CREATED 3

10/7/2013 3:34:47 PM 100260 ASM CHEATED =
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Hide Details

Click “UPN@USAccess.gov” at the top right hand corner of the page to exit Site Manager. The
dropdown list will appear. Click “logout” at the bottom of the list.

The information contained in this document is proprietary and may not be transmitted or disclosed to anyone outside of
the Government or authorized representatives without written permission.
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