BAS Roles, Coordination and Responsibilities
DS Access Station policy is found in Fast Letter 10-08, dated April 1, 2010, with enclosures. 

1. Regional Offices will select the appropriate person(s) to fill positions to support the DS Logon Process (IE: Site Security Manager (SSM) Super Users or Users).  These positions are better explained in Fast Letter 10-08 starting on page 4 under VBA Roles and Responsibilities.
2. Selected person(s) at the Regional Office will submit the necessary documents (Site Security Manager Permissions Request Form and Site Security Managers’ (SSM) DD Form 2875, System Authorization Access Request (SAAR)) based on the selected Role, see Enclosures 3 and 4 of Fast Letter 10-08 for more information and details on submission.  Once all forms are available they are forwarded to the Agency (BAS) POC for processing.  Mr. Mike Carr or Mr. Frank Bryceland are the Agency POCs.
3. The Selected Person must have a current background investigation of at least a National Check with Inquires (NACI) or higher.  The security checks are handled by our VA POC for this action is Mr. Patrick Tucker (Patrick.tucker@va.gov, (202) 461-5326).
4. Site Security Manager at Regional Offices are responsible for managing all Super Users and Users at the Regional Office.  They must inform the Agency POC (Mr. Mike Carr or Mr. Frank Bryceland) of any additional Personnel assigned roles and any revoking of permissions for people leaving the role.  The Agency POC will keep an updated list of all SSMs, Users and Super Users.
5. Once Super Users and Users have been granted permission to access the DS Access Station, they will receive and establish a User ID and Password.  Our DoD (DMDC) POC coordinates Site creation, Site Security Manager (SSM) changes and modifications to a Site's access to applications.  The DoD (DMDC) POC is Ms. Tracey Glynn (Tracey.Glynn.CTR@osd.pentagon.mil, (831) 583-2500, ext. 5212).  This person collects all appropriate documentation from the Agency POC and facilitates the set-up in the DMDC system for us.

6. Once the Regional Office Personnel have access approval, they will go to https://www.dmdc.osd.mil/appj/audit/index.jsp to Logon the Security Online Web Application to start using the system. 
7. There will be periodic training available to ensure SSM, Super Users and Users to ensure they are up to date on DS Access Station information and changes to the eBenefits portal.  The BAS trainers are Ms. Zorina Coles, Mr. Rick Matthews, Mr. Frank Bryceland and Mr. Matthew Hayes.

