JCAVS Request Special Purpose Access Screen
 

Description: The Request Special Purpose Access Screen allows JCAVS Users to request Special Purpose Access for individuals, have the request routed through reviewing authorities as necessary then forwarded  to the appropriate CAF for adjudication.

 

[Insert Graphic— JCAVS Request Special Purpose Access Screen]

 

Procedures: From the JCAVS Person Summary Screen, click on the correct person category tab for the individual (if there is more than one category for the person).  

Next, click on the  " Request SPA" link found within the Person Category section of the individual's record.  The Request Special Purpose Access Screen will load. 

Verify the Personal Identification information for the individual at the top of the screen to ensure you submit the request for the correct individual AND their correct category.

 

The Personal Identification Section.   This section contains the following fields:

 

Name:  The name of the individual for which you are requesting Special Purpose Access.

 

SSN:  The Social Security Number of the individual for which you are  requesting Special Purpose Access.

 

Grade:  The pay grade of the individual for which you are  requesting Special Purpose Access.

 

Category:  The Category of the individual for which you are  requesting Special Purpose Access.  Double check this information!  If the correct category is not listed, click on the "CANCEL" button which will return you to the Person Summary Screen to select the correct category before proceeding.

 

Requester’s Actions: The requester will fill out this portion of the screen. Once this information is saved to the database, the reviewing authority (if required) will receive a notification in order to take action on the request.  If no reviewing authority is required, the request will be routed directly to the appropriate CAF.

 

Requested SPA Start Date: Enter the requested start date using the CCYY MM DD format.

 

Requested SPA Expiration Date: Enter the requested expiration date using the CCYY MM DD format. (This cannot exceed 180 days from the requested start date).

 

Requested SPA Extended Expiration Date:  Enter the requested expiration date using the CCYY MM DD format.  The Extended Expiration Date cannot exceed 180 days from the SPA Start Date.  (Example:  If an initial SPA was requested for 90 days and now an extension is necessary, the extension cannot exceed 90 days for a total of 180 days.)

 

Date of Screening Interview: Enter the screening interview date using the CCYY MM DD format.

 

Unclassified Justification for SPA: Place up to 3,000 characters in this field justifying the need for the requested SPA.

 

SAVE: Click on the "SAVE" button at the bottom of the screen to save your inputs and have the database submit the request to the reviewing authority.

 

CANCEL: If you change your mind and wish to cancel the report, click on the "CANCEL" button which will return you to the JCAVS Person Summary screen.

 

Note:  If you are a Level 3 JCAVS User, your request will be routed to a Level 2 JCAVS User (Reviewing Authority) in your Chain of Command.  If you are a Level 2 JCAVS User, your request will be routed directly to the specified CAF.

 

Reviewing Authority’s Action (Initial SPA Request): Once a requester submits an SPA request, the request must be approved at the reviewer’s level, then submitted further to the CAF for adjudication of the request.  As a reviewer, you will receive notification of this request from the "Pending Special Purpose Access" Notification link found within the Notifications sub-menu on the left-hand side of your screen.  See Related Topic "JCAVS Pending Special Purpose Access Notification Screen."
 

Recommend Approval: To recommend approval of an initial request, select the "Recommend Approval" radio button adjacent to the "Recommend Approval"  field. If you approve the request, an adjudication action will be forwarded to the CAF for additional action. 

 

Disapprove Request:  To disapprove the initial request select the "Disapproved" radio button adjacent to the "Disapproved" field . If you do not approve the request, a notification will be sent to the requester.

 

Review Date: Enter the date the request was reviewed using the CCYY MM DD format.

 

Reviewing Authority’s Action (Extension Request): Once a requester submits an SPA Extension Request, the request must be approved at the reviewer’s level, then submitted further to the CAF for additional action.  As a reviewer, you will receive notification of this request from the "Pending Special Purpose Access" Notification link found within the Notifications sub-menu on the left-hand side of your screen.  See Related Topic "Pending Special Purpose Access Notification Screen."
 

Recommend Approval: To recommend approval, select the "Recommend Approval" radio button adjacent to the "Recommend Approval" field. If you approve the request, an adjudication action will be forwarded to the CAF for additional action. 

 

Disapprove Request:  To disapprove the request select the "Disapproved" radio button adjacent to the "Disapproved" field. If you do not approve the request, a notification will be sent to the requester.

 

Review Date: Enter the date the request was reviewed using the CCYY MM DD format.

 

Select CAF:  Highlight and select the appropriate CAF from the "Select CAF" drop down menu.

 

SAVE: Click on the "SAVE" button at the bottom of the screen to save your inputs and have the database submit the request to the CAF or return a notification to the requester.

 

CANCEL: If you change your mind and wish to cancel the report, click on the "CANCEL" button which will return you to the previous screen.

 

Note:  CAF Responses to SPA initial requests and SPA extensions can be found in the Notifications sub-menu entitled "Special Purpose Access Status Notification."  See Related Topic "Special Purpose Access Status Notification Screen." Once dates and CAF selections have been entered on this screen and saved, they cannot be changed.
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