
PSC REMOTE ACCESS PROCEDURES 

 
Introduction This business process guide provides procedures for requesting, canceling, 

and processing Common Access Card Remote Access Service (CAC RAS) 
accounts. 

  
Discussion The Coast Guard has transitioned from using RAS tokens to using a CAC 

reader with a CAC RAS account.   
 
OSC will assist members to configure their home computers/laptops once a 
CAC RAS account is established.  Telephone support is provided by OSC via 
their 1-800-821-7081 toll free line.  Additional information can be found on 
the CG Portal document:  How to CAC-RAS from your Home Computer  
 
PSC currently has 96 CAC RAS accounts, which cost $363 each per year.  
Divisions will be required to fund any new accounts beyond these 96.  The 
CAC RAS accounts currently assigned are listed below.  Division CAC RAS 
Coordinators can provide a detailed list of names upon request. 
 

• BOPS – 10 • Command Staff – 3  
• EPM – 28  • HR&A - 2 
• OPM – 22  • PSD – 11 
• RPM – 20  

 

   
Division Points of Contact 
 

Person with ACO Authority SKC Chris Morere or CWO Omar Alvarez 
CAC-RAS Coordinators/ Funds Managers See PSC Division POCs
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https://cgportal2.uscg.mil/units/c4itsc/FSD/Shared%20Documents/EU-TT-CACRAS_Setup2.pdf
http://www.uscg.mil/psc/bops/guides/docs/Process_POCs.pdf
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Member Requirements and Procedures  
 

Requirement Action 

Request CAC 
RAS Account 

 

 

Step Action 
1 Send email to your CAC RAS Coordinator to request a CAC 

RAS Account.  
2  

If Account… Then… 
is available Download the AIS Security Brief 

and turn it in to your CAC RAS 
Coordinator.   

is not available STOP … see Fund New CAC RAS 
Account procedures below. 

 
Note:  Your CAC-RAS Coordinator will determine availability 
of CAC-RAS account by comparing the number of accounts 
issued to the number authorized for your division  

3 Obtain a CAC reader from your CAC RAS Coordinator and 
request a RAS software CD from the Help Desk using CG 
FIXIT (if required). 

4 Follow the instructions contained in the email to configure your 
PC for remote access upon receipt of an email from OSC with 
access verification. 

Fund New CAC 
RAS Account 

 

 

Step Action 
1 Request your Division Funds Manager send an email to ARL-

SG-CGPSC-BOPS-R-Finance requesting a new CAC RAS 
account and authorizing the transfer of $363 recurring from your 
Division account. 
 
Note:  Once funds are transferred, the PSC-BOPS-R Branch will 
reply back to proceed with requesting a new CAC RAS account 
from OSC.  

2 Download the AIS Security Brief.  Once signed, turn it in to 
your CAC RAS Coordinator.   

3 Obtain a CAC reader from your CAC RAS Coordinator and 
request a RAS software CD from the NPFC IT Help Desk using 
CG FIXIT (if required). 

4 Follow the instructions contained in the email from OSC to 
configure your PC for remote access.   

 
Continued on next page 

Member Requirements and Procedures (continued)  
 

https://cgportal2.uscg.mil/units/sectorjacksonville/Shared%20Documents/SectJacksonville%20-%20AIS%20User%20Acknowledgement%20Brief.pdf
http://cgfixit.osc.uscg.mil/arsys/shared/default.jsp
http://cgfixit.osc.uscg.mil/arsys/shared/default.jsp
mailto:ARL-SG-CGPSC-BOPS-R-Finance?subject=Approve%20Funds%20Transfer%20for%20CAC-RAS%20Account
mailto:ARL-SG-CGPSC-BOPS-R-Finance?subject=Approve%20Funds%20Transfer%20for%20CAC-RAS%20Account
https://cgportal2.uscg.mil/units/sectorjacksonville/Shared%20Documents/SectJacksonville%20-%20AIS%20User%20Acknowledgement%20Brief.pdf
http://cgfixit.osc.uscg.mil/arsys/shared/default.jsp
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Cancel CAC 
RAS Account 

 

 

Step Action 
1 Send an email to your CAC RAS Coordinator requesting your 

CAC RAS account be canceled.   
2 Turn in your CAC reader to your CAC RAS Coordinator.   

 
 

STOP – Following instructions are for CAC-RAS Coordinators only! 
 
CAC RAS Coordinator Procedures

 

 
Requirement Action 

Add CAC RAS 
Account 

 

 

Step Action 
1 Determine if an account is available to issue upon receipt of 

request from member, 
2  

If Account… Then… 
is available proceed to Step 4. 
is not available inform member that no account is 

available and recommend they 
contact their Division Funds 
Manager to get funding approval. 

 

3 Proceed with requesting a new CAC RAS account upon 
notification from the BOPS-R Branch that funding has been 
transferred from your Division. 

4 Submit an online CAC RAS Subscription Request memo.  See 
Sample Add New Account CAC RAS Subscription Request 
Memo on page 4.   

5 Collect and file the member’s signed AIS Security Brief. 
6 Issue a CAC reader to the member (if required). 
7 Update your records to reflect current division CAC RAS users.  

Remove CAC 
RAS Account 

 

 

Step Action 
1 Submit an online CAC RAS Subscription Request memo upon 

notification from the member (or Division) requesting a CAC 
RAS account be canceled.  See Sample Remove Account CAC 
RAS Subscription Request Memo on page 5. 

2 Collect CAC reader from the member if one was issued.   
3 Update your records to reflect current division CAC RAS users. 

 
Continued on next page 

http://helpdesk.osc.uscg.mil/am/cacras/
http://helpdesk.osc.uscg.mil/am/cacras/
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 Sample Add New Account CAC RAS Subscription Request Memo   
 

 
 

Continued on next page 
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Sample Remove Account CAC RAS Subscription Request Memo   
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