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New User Jumpstart Guide

Product: SECURE

Goal: Learn how to create a new user

Procedure

Step Description Expected Result

#
FOR CAC USERS

1 From the SECURE landing :v SECURE
page, Click the “Sign Inn PR ———

button.
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2 A prompt will appear asking
you to select your
Authentication Certificate.

Select a valid CAC
smartcard and input your :
PIN when prompted. ,

Existing User

Select a certificate

Select a certificate to authenticate yourself to login.eci.metrahub.us:443

Subject

Issuer Serial

PENNINGS.BRENDAN.V.1234567850 l DOD ID CA-59 234567890

Certificate information
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2a If you have an approved
account, you will land on the QQ
SECURE Government &
Warning page, click Accept
to access SECURE
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Step Description

#
2b

If you are a new user, you
will land on the Login
Information page, Click the
New User button to create
an account.

On the Account Creation
page some of your
information will transfer from
your CAC, input the missing
required information:

First Name*

Middle Initial

Last Name*

Office / Cell Phone
Email* and confirmation

Select Organization

Select Supervisor

You must supply a .mil or
.gov email address when
creating new account

The grayed-out text not
required, and no input
required

Select your organization by
clicking the Organization
Dropdown

Select your organization by
clicking through the
organization tree dropdown,
such as: DoD > United
States Air Force > United
States Air Forces in
Europe...

After selecting your
organization, click Select
Supervisor button

Expected Result

Login Information

Email: [ ]

Password:

Forgot password?

You will be redirected to the “Account Creation” page.

Account Creation
Account Information

e )
First Name (required):
Middle Initial:
Last Name (required)
Coll Phone: I —
Email {required):
Confirm Email (required): —
Default Two-Factor A icati CAC v I
Organization: 215t INTELLIGENCE SQUADRON| ~
Supervisor:
Selected Supervisor NIA
If your Supervisor is unavailable,
please enter their email below.
Supervisor Email: :
at was the house number and sireet name you lived in as a child? v
at our childhood telephone number? v
a v

Organization:

Supervisor:
4 DOD ~
4 USAF
r AFMC
o USAFE-AFAFRICA
A2
ACC v
Supervisor:
Calnrtnd Cunarvicar [N
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Step Description
#

7 Click checkbox for your
supervisor.

Click Select button

When ready, click the
“Create” button at the
bottom of the page.

Alternate Path

If your supervisor is not present in
the table of available supervisors

7a If your supervisor is not
present in table, within the
Supervisor Email input area,
input the email address of
your supervisor

Expected Result

UNITED STATES AIR FORCES IN EUROPE - AIR FORCE# AFRICA Supervisors |

‘ Select First Name Last Name | Email | Organization Default POC ‘

© FELICIA

HARLOW fedicia harlow@us. af mil UNITED STATES AIR FORC [

The user redirects to the account pending approval following
the successful new account request.

‘@Automate’“
= 4

Process Automation Framework

for more or contact Support.

Your account is currently pending approval. Please see your

g

- =y

— o

DOD Sapervisen
P—
e I
e e,
s pe—

e ———

If your Supervisor is unavailable,
please enter hig/her email below. If
your Supervisor is not listed, please
enter his/her email below.”

Supervisor Email: || |
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Step Description Expected Result

#

7b When ready, click the The user redirects to the account pending approval following

“Create” button at the the successful new account request.
bottom of the page.

L

<l Process Automation Framework
Your supervisor will then
receive an email to create
an account within SECURE.

If the supervisor does not
take action within 2 weeks,
you will receive notification
to request a new account.
Existing request will cancel.

Your account Is currently pending approval. Please see your administrator for more Information, or contact Automate Support.

Other Information

10

If there is a problem with

creating an account or m
logging in, return to the

SECURE landing page. MNeed Help Accessing SECURE?

Select the “Need Help DoD User Agresment
Accessing SECURE?” link
located below the Sign In

button. Customer Support Phone Number: 1-(937) 433-0477

Customer Support Email: SecureHelpDeski@edaptive com

SECURE Helpdesk Support — securehelpdesk@edaptive.com
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