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             14 Jul 2011
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  MDARNG Network Account Request

1. Applicability:  All personnel who require MDARNG network access and MDGKO access and those renewing their certificates.

2.  Certification Courses: Follow the links provided for each class that will provide you with a certificate. You will need to scan these all together along with the computer user agreement into a single file using the Xerox scanner at the Armory the users email account that is assisting with the account request.
3. Acceptable Use Policy:  Make sure this is signed and scanned with your class certificates.
4. STEP 4  This is where you will provide all the information for your account. Please fill in EVERYTHING!! In to the best of your knowledge as this is will be copied and pasted into your profile. If you miss-spell your name will cause a problem. Also select your rank and status from the drop menu. Attach your scanned certs and user agreement at the top of the page. Leave your status as PENDING as this is for me to change once it is reviews and created.
Account Options:  Users have two account options:

· User Account with Global Microsoft Outlook Email
1. This option is for AGR / TECH and ADOS personnel with long tour orders.

· User Account with out Global but will have a contact listing. 
1. This option is for the M-day soldiers and officers.
Step 5: Submitting your request:
There are two options for retrieving your CAC card info

Option 1:

We will need a number from your CAC that is not visible on the outside. Place your CAC card in the computer you are using. If the computer locks out when you pull out the other user’s card you will need to either try OPTION 1 on anther computer that does not lockout or go to OPTION 2 which can be performed on the computer that is now locked out.
Locate the Active Client Agent (mini cac reader with a blue tip) on your taskbar and double click it.
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A new window will appear. Double click the Smart Card Info icon. 
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Your info will be shown like this and you will need to copy the numbers after your name and place it in the NOTES section of the request. This will allow us to link your account and CAC card together and activate your account.
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NOTE!!! All account will only be processed through this portal and no other means (email, fax, scans or fax) will be accepted. Please allow us the time to review the request and create the account. If the new users are in some FULLTIME status we can expedite the request but contact us please.

Option 2:

For a user that has a computer that is not logged on or that will lock out when the other user’s card is removed please follow this step.

With windows at the logon screen place your card in the reader slot. You may need to CTRL – ALT – DEL to prompt you for your CAC PIN # but look above and you will see your name and some numbers following. Please copy the numbers and paste these in the NOTES section of the request so we can activate your account right away.
5. MDARNG Network, Email, and Web Services Email:  Users can access their MDARNG email accounts through Outlook Web Access (OWA) at:  https://webmail.md.ngb.army.mil. You will need a CAC reader if you want to do this from your home computer. Your unit supply NCO should be able to purchase one for you if need be. You will also need the ActiveClient software that you can download from AKO. 
6. POC is SSG Mike Campbell, Network Administrator, (410) 702-9643.
 Alt is SSG Jose Bulls, 410-702-9611
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