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- Log into signalswarfare.monmouth.army.mil/c4isrspo

- Click on Manage tab
Create new user
- Click on Create new user

- Enter Username


Password  (must consist of letters and numbers - should not be obvious (not welcome, guest, name, etc)


e-mail address


termination date (if appropriate)

- Click Create Button
- After adding user, click link at top of page to edit user profile

- Enter First Name


Last Name


E-mail address

- Click OK

Add to Groups

- Add user to C4ISR group

- In Edit Group Portlet, enter C4ISR into group text box and click “Edit” button


- Select Members Tab


- Enter username into Name: textbox and click “Add to Members List” button


- Click Apply


- Click OK
- Add user to C4ISRSPO_ADMIN group if required  (only if directed to have admin privs)

(Same process as above)
Set up employee information

- Go to Portal Navigator

- Click on Database Objects tab

- Find std.employee

- Click on modify rows on employee (table)

- Enter the following information:


LName, FName, E-Mail

WorkPhone   
(Not required, but recommended)


Companyname  
(Or government organization)


Username
(Portal username entered previously) (all CAPS)

Title

(Not required) (ex: LTC, Col, etc)

- Click Insert Row button

- Determine EmpID of row just inserted


- Enter LName


- Click Query


- Note empid of user just added

- Click Close

- Click Return to Navigator

- Find  std.emp_team

- Click on Modify Rows on EMP_TEAM (table)

- Enter the following information:


EmpID   (empid you just noted)


Team
(C4ISR)  (all caps)

- Click on Insert Row

- Click Return to Navigator

- Log in as user to confirm access
- E-mail user username and password
