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In both situations below it is imperative that the user have a local CHCS I (legacy) account at the receiving facility for a CHCS II account to be activated.  As appropriate, a transfer brief and credentialing prior to arrival should be done in advance.  This will help insure rapid account creation and availability to work.

1. Rapid or short-term transfer of CHCS II accounts to a new MTF: These steps are intended for when a user is a circuit rider; i.e. the user travels regularly between MTFs.  Therefore, a CHCS-I account should already exist at the gaining MTF. These are also the procedures for users changing their work location for a period of less than 30 days. “New MTF” is defined as a facility that uses a different legacy gateway server. Steps to transfer access to new MTF for Circuit Riders:

A. Gaining MTF opens a Manage Now ticket by noon ET on the day before the provider will arrive with the following information:

1) CHCS II account name for the traveling provider

2) Domain for the gaining MTF (or site name)

3) Time provider will be finished at losing MTF

4) Time provider will begin work at gaining MTF

5) Provider IEN and user IEN from gaining MTF

B. MTF requests ACCTRANCR identifier and adds this to ticket

C. Tier II notifies DISA that the account creation script needs to be run for all tickets with the ACCTRANCR identifier

D. DISA runs script during time window noted in ticket

E. Provider coordinates with gaining site system administrator to activate their account when they arrive on-site 

F. The process will be repeated each time a circuit rider moves to a new MTF

2. Permanent or long-term transfer of CHCS II accounts to a new MTF: The CHCS II Enterprise account enables users to transfer from one CHCS II MTF to another CHCS II MTF. Below are the instructions for the new CHCS II MTF that is creating an account for a user who has been a CHCS II user at a previous site. The process for account creation of a transferred CHCS II user is similar to the process for creating a new CHCS II account, except that the CHCS II User Name (ID) remains the original CHCS II User Name (ID), unless changed by the site.
A. Snareworks (VACMAN) 5.0/Account Creation Automated Solution: This process assumes that the user has a CHCS and CHCS II account established at an MTF.

B. User Registers for CHCS Account at the New MTF: Upon CHCS account registration, with the required information below, the user’s CHCS account automatically transmits to the CDR and associates with his/her existing CHCS II account information.

1) Required Information

a. User must be put into the CHCS Provider file

b. If user is a Provider, then the provider flag should be PROVIDER

c. If user is a Non-Provider, then the provider flag should be NOT A PROVIDER

d. First Name, Last Name
e. Date of Birth (DOB)

f. Social Security Number (SSN)

g. Gender

h. Mapped to clinic(s)

i. Flagged as CHCS II user

2) Prerequisites for Creating a User Account

a. CHCS account is created with above requirements.

b. Security Administrator has access to the site’s security web page.

C. Create MTF Account

1) Security Officer/Administrator logs in to Account Management Web page.

2) On the left side under User Management, click the List Applicant link. When the browser stops processing, a list of applicant names appears with the applicant who was just submitted.

3) Check the box next to the applicant’s name.

4) Under the Approved Roles column, select the Role/Roles that the user should be assigned. Multiple roles can be selected at the same time using the Ctrl key, per the local site process.

5) Click  the Accredit Applicants button.

6) Notify user per local site process.

D. User Logs in to CHCS II

1) The user logs in to the CHCS II application using his/her established CHCS II User Name at the original MTF. If the CHCS II account has not been accredited at the new MTF, the user will only access global information, such as internet access.
2) Once the Security Administrator accredits the local account with CHCS II account information, the user is able to access the local CHCS system and the site-specific information on the CDR with his/her CHCS II User Name and Password. NOTE:
If the user prefers to have his/her new MTF Access and Verify code match his/her existing CHCS II User Name and Password, then the user needs to contact the Security Administrator to have the account information updated per Section 3.1

E. Once the account is accredited:

1) Open a Manage Now ticket .
2) Include the following information in the ticket: 

a. CHSC II account name for the transferring user (for example: wbamc.amedd.army.mil@doctor1 or simply CHCS II User Name and the site name)
b. The domain for the new MTF (for example: mamc.amedd.army.mil or simply the site name)
c. CHCS I access and verify code from the new MTF User file 
3) Request manual synchronization of the transferring provider's new CHCS I access and verify code with the existing CHCS II account. 

4) The ticket will go thru Tier 1 and Tier 2 to Tier 3 (Integic).  Tier 3 will coordinate the remaining steps with DISA to complete the synchronization of the user account.  Site should be notified by Tier 3 that the action has been completed.

F. Disabling CHCS II Accounts at the Former MTF: When an existing CHCS II provider transfers to a new MTF, the former MTF can take action to suspend or disable the CHCS II account.  The steps are provided in the document "CHCS II Account Management with SnareWorks (formerly VACMAN) 5.0 and account Creation Solutions (Build 833)", dated 03 December 2003. Note: MTF policy should dictate how accounts for providers who PCS should be handled. The information below describes the procedural steps that can be performed in accordance with MTF policy.

1) Manual Account Suspension/Disabling: 
a. To suspend an account, the site may block the account by checking the "Account is locked out" box (the box will have a checkmark). The account is now inactive, and the CHCS II user will not be allowed to login to this account at this MTF until the account is unblocked.
b. To disable (inactivate) an account, check the "Account is disabled" box (the box will have a checkmark). The account is now inactive and the CHCS II user will not be allowed to login to this account at this MTF.

2) Automated Account Suspension/Disabling for Users who Do Not Notify the Site When They Leave

a. Upon 85 days of new account/or last password change, the system will prompt the user to change his/her password within 5 days.  If user does not change the password within 5 days, the account is blocked. The Security Officer needs to unblock the account from the Web interface.

b. If user does not log into CHCS II for 90 days, the system automatically places the account into dormant stage. The MTF must log a CHCS II Tier 3 ticket for assistance to remove from dormant stage.

