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Introduction This business process guide provides procedures for establishing, transferring, 

and terminating USCG Ballston network accounts for PSC members. 

  
Discussion Establishing, transferring, and terminating USCG Ballston network accounts 

do not happen automatically.  Ideally, a network account should be 
established before a member reports in.  It takes a team effort from the 
member, the member’s Division, and NPFC to ensure network accounts are 
established, transferred, and terminated in a timely manner.   
 
For a member en-route to PSC, the member’s Division should submit their 
network account request to NPFC at least one week prior to the member’s 
reporting date.   
 
It is equally important to transfer and terminate network accounts to ensure a 
timely transfer of the account to the member’s next unit or maintain network 
security.   

    
Division/Branch Procedures  
 

Requirement Action 

Establish 
Network Account 

(Check-in) 

The typical turn-around time for establishing a network account in Ballston 
is five working days.  Members reporting in without a network account will 
not have access to command files, folders, and email. 
 

Step Action Remarks 
1 Complete and electronically 

submit Network Account form to 
NPFC-IT for processing. 

See sample “Check In” Sheet on 
Page 3. 

2 
 

Does member have a CAC Card? 
Yes No 

Member will be notified by 
email that his/her account 
has been transferred.  

The division requestor will be notified 
by email that a temporary User 
ID/password has been established for 
member to use until they are issued a 
CAC card.   

 
Note:  The Network Account Information form is located on the CG Ballston Home Page.   
Go to IT Services  Select IT Services  Select Network Account form listed under “Supervisors of 
Arriving & Departing Personnel” 
 

Continued on next page 
 

http://arlms-npfciis4/CGBALLSTON/Documents/pdf/NetworkCheckin.pdf
http://arlms-npfciis4/CGBALLSTON/INDEX.HTM
http://arlms-npfciis4/CGBALLSTON/Documents/pdf/NetworkCheckin.pdf
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Member Procedures  
 

Requirement Action 

Transfer 
Network Account 

Note:  Both the Ballston and CGFIXIT forms are required to complete a transfer as 
info is not always passed back to NPFC-IT by CG Fixit Personnel. 

Step Action Remarks 
1 Complete and electronically submit 

BALLSTON Network Account form 
to NPFC-IT for processing. 

See sample “Transfer” Sheet 
on Page 4. 

2 Submit CGFIXIT ticket to complete 
the PCS Transfer Request. 

Select PCS Transfer  Move 
or Transfer.  Complete all 
information and click Submit 
button. 

Terminate 
Network Account 

 
 

Step Action Remarks 
1 Complete and electronically submit 

BALLSTON Network Account form 
to NPFC-IT for processing. 

See sample “Separation” Sheet 
on Page 5. 

 
Continued on next page 

 

http://arlms-npfciis4/CGBALLSTON/Documents/pdf/NetworkCheckin.pdf
http://cgfixit.osc.uscg.mil/arsys/shared/default.jsp
http://arlms-npfciis4/CGBALLSTON/Documents/pdf/NetworkCheckin.pdf
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Sample Check In USCG BALLSTON Network Account Information Sheet   
 

 
 

Continued on next page 

06/01/2012 3



PSC NETWORK ACCOUNT PROCEDURES 

   
Sample Transfer USCG BALLSTON Network Account Information Sheet   
 

 
 

Continued on next page 
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Sample Separation USCG BALLSTON Network Account Information Sheet   
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