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INITIATING A SESSION
Getting Started

After launching the web browser, enter the BRS address in the location bar.

A first-time user is required to create a profile and request access for a user identification
assignment. BRS assigns a user ID, and the user selects a password. The user ID and password
can be used to access the BRS application.

The password is a code used to confirm the user identification and access authorization. New
users select their own password at the time of registration.

When the BRS web site is accessed, the registrant BRS Terms and Conditions page is displayed.

You are accessing a U.5. Government (USG) Information System (15) that is provided for USG-authonzed use
ondy. By using this 15 {which incdudes any device attached to this [5), you consent to the following conditions:

& Tha USG routanely intercepts and moniters communications on this 15 for purposes including, but not
limited to, penetratson testing, COMSEC monitoring, network operations and defense, personnel
misconduct (PM), law enforcement (LE), and counterinteligence (C1) mvestigations.

m AU any bime, the USG may nspect and seize data stored on this 15,

u Communicabions using, or data stored om, this IS are not private, are subpect o rouine moniboring,
ntercephon, and $earch, and may be disclosed or used for any USGauthonzéd purpase.

u This 15 mdudes secumty measuras (e,g,, authentication and access controls) to protect LISG interests--not
for your personal benefit or privacy.

MNotwithstanding the above, using this IS does not constibute consent to PM, LE or Cl investigative
saarching or manitanng of the content of privileged communications, or work product, related to personal
representabon or senices by attomeys, psychotherapests, or dergy, and their assistants. Such
communications and work product are private and confidential. See User Agreement for detals.

1 have read and understand the terms and conditions for use of this website.

Version 5.1

Evintably Hglg Qnling Halp For gadigions] aasistance with your JCCrent plaass Coatact AC0iyTE

BRS Terms and Conditions Page

Read the terms and conditions displayed on the page. Then select the check box at the bottom to
indicate that you have read and understood them. The select a user page is displayed.
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You are accessing a U.5. Government [(USGE) Information System (15) thak is provided for USG-authonzed use
ondy. By using this 15 (which includes any device attached to this I5), you consent to the following conditions:

® The USG routinely intercepts and monitors communications on this 15 for purposes inclueding, but not
limited to, penetratien testing, COMSEC monitoring, network operations and defense, personnel
misconduct (PM), law enforcement (LE), and counterintelligence (C1) mvestigations.

m AL 3y b, thee USS may nsgect and sere dats stored on this 15,

» Communicilions wusing, or data stored on, this IS are not private, e subject T routing Mmonkenng,
interception, and search, and may be disdosed or used for any USGauthonzed purpose.

u This 15 indudes secunty measures (.., authentication and access controls) to protect USG interests--nat
for your personal benefit or privacy.

Mobwithstanding the above, using this 15 does not constitute consent bo PM, LE or CI investigabive
searding or mamtonng of the content of privileged communecations, or work product, related to personal
représentaton or seérices by attormeys, peychotherapests, or clérgy, and ther assistants. Such
communications and work product are private and confidential, See User Agreement for datads.

Meaw Llser Eaturning Lser
Varson 5.1
Erintaihe Maiy Qnling Halp For gaaisions] RESiEance with your 2cCewet plesse Coatact SC0Eengs

Select a User Page
Select an option: New User or Returning User.

About BRS
This Help applies to the BASIC Registration System (BRS).

BRS provides the capability for on-line users to create and update a user profile and request
access to various Web-based and Windows applications. From the log on screen, users can either
create a new profile or log on using an existing user 1D and password.

BRS is accessible from any personal computer or workstation with Internet web browser
capability.

NOTE: If you do not complete the entire pre-registration process, your profile will be deleted,
and you will need to start again if you want to apply for access. Once you have finished entering
all your information, you will be assigned a user ID.

Assistance and Problem Reporting

For on-line registration help or to find out the status of your registration, contact customer
support by email at iuid.accounts@dla.mil.

Security Requirement

When an application request is submitted, BRS may display a security warning similar to the
figure below. (IUID Contractor requesters will not see this page.)




Initiating a Session

Warning!
The access you are requesting will require the emad address of a secunity representative who can validate your
clearance.

Lhave the requsred emad address and want to conbinus
Bagturn

Prin Ig Higl Snling Help For aadicions] §Ristance with yaur JCoeest Dllil-l CEAECT ACCEANE

Security Email Address Warning

If this page is displayed, the access you are requesting requires the email address of a security
representative who can validate your clearance. If you have the required email address and want
to continue, click on the link indicating so. The User Profile step is next.

Error Messages

Error messages relating to incorrect entries of passwords, data, etc., will be displayed
periodically. The figure below shows a sample of an error message.

User Profile

Please correct the following errors:

m Foreign Military Sales Date must be a valid date.
m Contract Expiration Date must be a valid date in the future.

Sample Error Message

Stopping and Suspending Work

To terminate a session, close the browser. Be sure to complete your registration. All unsaved
data is lost when you close the browser.
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NEW USER

Are you looking for:

User Profile

Tips for the User Profile Page
Application Justification Page
Confirmation

Select a form to view

Correct Information

Confirm Button

Completing the Process

Click on the New User link to start the registering questionnaire process as shown in the figure
below. You can click on the Printable Instructions link to read and print instructions for
registering if you wish.

; -
Do you work for the 1AE? € Yes @ No
Do you work in the Hart-Dole-Inouye Federal Center? C Yes @ No
Are you a federal government employee? € Yes & No
Are you a federal government-sponsored contractor?  Yes @ No
Are you 3 member of the U.S, Armed Forces? C ves @ No
If you are registered with the System for Award Management (SAM), enter your DUNS r—'

number to apply for IUID Contractor or General Purpose APl Contractor access:

View Available Apphcations |

Pragable Help Qnling Help For additional assistance with your accowst, please contact Accounts

New User Questionnaire

The Questionnaire page asks questions to determine the type of user that is requesting
access. Note that this example shows what your questionnaire page could look like depending on
the version of BRS you are accessing and the application you are seeking access to.

Select the Yes or No radio buttons to answer the questions.

If you wish to apply for IUID Contractor or General Purpose API Contractor access, you must
have an active contractor registration and enter the associated DUNS number for that
registration.

When satisfied with entries, click on View Available Applications to view the available
applications list.
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Select Application

IUID: DCMA - DCMA employees only

List of DODAACS for DCMA User,
separated by commas:

1UID: General Purpose AP1 - System to System access for Government systems to access the General
Purpose AR

IUID: Imguiry - VIEW ONLY access to the IUID registry for undformed military, DOD avilian employees,
and DOD-sponsored Contractors

IUID: Legacy Submatter - UIT input and masntenance access to the IUID registry for undormed milicary,
DOD avilian employees, and DOD-sponsored Contractors

{Optional) List of DODAACS for Legacy User,
separated by commas:

| Submit Application Request |

Eringhly Hyly Gnling Help

For aaditional asistance with yiur JCCEWnT pleare COMTECT SC05yoTE

Select Application Page

Applications are available on the Select Application page based on how you answered your
questionnaire questions. Select the application you wish to request access to and click the
Submit Application Request button to submit the request. You must select one application.

Note that if you are a government sponsored contractor and enter a valid DUNS number on the
interview page, your Select Application page will appear similar to the next figure.



Select Application
Clear Selecton
P ————————
o IUID: General Purpose AP1 - System to System access for Contractor systems to access the Gemeral
Purpose ARI
List of DUNS Numbers for General Purposs APL,
separated by commas:
99999999
UID: Update
List of DUNS Numbers for UID Contractor,
separated by commas:
3999559599
| Submit Application Request |
Brinipbly Hel Qnling Halp For addiciens] a3sistance with yeur accowet please coatact Acopeans

IUID Contractor Select Application Page

New User

Select the IUID access you require, and click on the Submit Application Request button.
When an application request is submitted, BRS may display a security warning similar to the

figure below. (IUID Contractor requesters will not see this page.)

Warning!

clearance.

Lhave the requsred emad address and want [0 conbinys
Rbnarmy

The atcess you are requesting will require the emad address of a secunity representative who can validate your

Bringpble Help Qoling Halp For addicienal sasistance with your acceest. please coatact Scogeans

Security Email Address Warning

If this page is displayed, the access you are requesting requires the email address of a security
representative who can validate your clearance. If you have the required email address and want

to continue, click on the link indicating so. The User Profile step is next.
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User Profile

When applications have been selected and the request has been submitted, the User Profile page
is displayed as shown in the figure below. This sample is for a government-sponsored contractor.
- T

User Profile
Required fields. are lndicated by an astedsk [*].
Tithe [Mr., M, olc )

Muddle Kame:
*Lavl Name:

N gy hame:
P oy Address

S Lompany CRy:

*Company Tigf Postsl Code:

FCaniren Mammleer!
*Coniren Expiration Dale:

Ll

* Loty [mall:
* Conbrms Socuriby Fmall;

B B b e ik

" Company Counlry: |UMTED STATES

*Sposer Cosntry: |RATED STATES

" Phane: e 211.555.1334]

fae; 21L.555.1234)
fun 555, 1734)
a1 555 1734)

Chegid & SrmePenmes B

*Compary StabeProvinge; Cheeds § SutePerancs 3

o= J1E555 13040
(o= 21355513240
[ar= 555 L2340
w555 k2340

=Spansor SRate/Province: | Cuows 3 SEeTipecs E‘

(e

The S00E5S P04 308 MEJUEETNg will Pegusne th emaed Jddress of 3 SEORTY D esenLatre wha Can
waldits your charande. I yoa S uneuns of mhom B meght B4, phidds ©ortisct your Human
Pt thes allarmaboe

(ot Protia |

T T L T e T

User Profile Page—Government Sponsored Contractor




A sample user profile for a federal government employee is shown in the figure below.
|

User Profile

Tiths [Hr., Ms, sl
*First Mg

Maddle M

FLaw M

Seplin:

Wz Hoy S HiChname.
= 3ok Tithe:

G il P ject:
Last Sin Dighs of S5
= P

Fan:

PSP

EAN Fan:

* Email:

* Conlirm Esall:
*Arddresa:

Agenty Orgenlzalios:

= aqeny City:

" Agency Fip/Peitel Code-

Ragisiied fiebds e Madbcatod i a6 satediak (Y

[z 212.554.1734)
(m: 212.555.1334)
(e 555,130}
(s 555, 1334}

Chagas 2 SemeBrpance =l

LRITED STATES

ol

" Agency Stale [Previsse: Chocge 3 State Prownce

"Rgency Counldry= |TID STATES

RaoimtiniH,

= ooty Fmall;
* Condirm Seouwriby Fmall:

Bnaasily ey Sag gl

[t preiia |

{1 21.555.1334)
faar 55,1734}

=1

Thit S008I0 38 MGG will riguens tha smad J00ress of @ SE0Ty FeDEsenLats Wwhe Can
wiibdlits wiur bt e, 1 pous i ciiura of sham P gt Ba, phiins corbiad poor Mumbn
K far thas

it ] Rt el el i s el Phiid @ ALY g

User Profile Page—Federal Government Employee
The User Profile for a IUID Contractor applicant is shown in the figure below.

New User
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10

User Profile

Baquined febdy sre adicstid by a6 ssberisk [*],

Tithe [Hr., Me, i) |
*First Rame:
Bl Wame-
Flasd Wammec
Salfin:
v By fHIckname:
= Dok Tigheo
Cosserament Projecd:
Lant Six Digits of SEH-
S Phane-
Fans
DS Phone:
Crih Faoc

faoa: 12855 0204)
o FR2.355.0204)
Gl 555.1234)
i 555.1234)

Emal:
* Confirm Fmai:
*Addrens:

"y
" ElabeProvisoe Chosss & StMeProance
* TipMPaated Code:
"Cousiry: HTED STATES

b ':-I-I-un-h: (i)

Fervign MBtary Salos [xpiration
Drahe:

kel v )

DI Ramber: goaaei

" Saprrvisor Fird Hame:
" Lupervisor Lad Hame:

P Ruprrvise TER:
* Seperdsor Phone: i 202855, 0034)
SR Phane fa: 555.1334)
® Superreiaad Fmad-

* Confirm, Suparvisor [ mad

ey RamE
i orpany hddness:

 Campany City:
*Company Stabe/Proviede: Chosis o StateProws
" Compaay 7ipMPaatel Code:
" Company CHIMPY. (RTED STATES =

CatdT ER ML P WL T P poafraia ] 40 BaT e g St et SOUPL PMABE DRMBIT 00 Lanty

IUID Contractor User Profile Page

Tips for the User Profile Page

Required fields are indicated by an asterisk (*).

Dates should be in mm/dd/yyyy format.

Enter phone and fax numbers using periods as shown in the examples on the page.

If you use an email that is currently in the system, you will get a warning. At that point,
you can choose to either continue saving the new profile or log in with the existing one.
Note: Each application request requires that you save a new profile unless you are adding
a DUNS or DODDAC number to your previous request.



New User

Enter all required information and additional information as available. When satisfied with
entries, click the Submit Profile button at the bottom of the page.

If errors are present, the User Profile Page is redisplayed with a message stating which data
needs to be corrected as shown in the figure below.

User Profile

IS requirea.

ovince I1s required
ontract Number is required

Contract Expiration Date is required

IP Address 1s required

User Profile Errors
Correct the data and click the Submit Profile button again.

Note: If you do not successfully finish your registration request and click the Submit Profile
button, your request is considered incomplete and will be deleted from the BRS system.

Application Justification Page

When all data is complete and accepted, the Application Justification page is displayed as shown
in the figure below.

Application Justification

Entér ju stification. Please include what data you need, why you need i, and how you will use €. (Limit 1500
Characters)

IUID (Update)

Submit User Justification

For gadmion] pesistance with yaud 3OO0 plasre COATECT SO0

Application Justification Page

Enter a justification for the application you are seeking access to in the text box on the
Application Justification page. Enter what data you need, why you need it, and how you will use
it. Please limit your justification to less than 1,500 characters.

11
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When satisfied with your entries, click on the Submit User Justification button. The user
justification information is submitted, and a confirmation page is displayed containing your user
ID and password entry field as shown in the figure below.

Thani you for registenng with the [UID Registry. You have been assigned the followng user 1D to allow you to
view and edit your profile. You will receive an email shortly containing the user [D.

BPHD22FD

Passwords must be between 14 and 25 characters long and contain two upper case letters, two lower case
letters, bwo numbers and two speaal characters, This password will expire and will need to be changed every
355 days.

Password: |

Confirm Password: |

Save Password

Prisgbly Hylp Dnling Halp For addivenal 3 55i5Tance sith your SCCOUNL Blaase CONECT ACCOURTE

User ID Assignment

You will soon receive an email confirming your user ID. In the field provided, create a password
and re-enter it in the next field.

Use these guidelines to create your password:
1. Passwords may not be any word found in the dictionary.
2. The password must be between 14 and 25 characters in length.
3. The password must contain at least two capital letters.
4. The password must contain at least two lower case letters.
5. The password must contain at least two numbers.
6. The password must contain at least two special characters.
7. The password cannot have any repeating characters in consecutive positions.

When satisfied with your password, click on the Save Password button. The Update Security
Questions page is displayed.

12



New User

Update Security Questions

Choose a question from the drop down box to change your quastion, When you are fimished, cick Next.
Select a Secunty Quesbon T]

Select a Security Question. El

Select a Security Question :]

Select a Security Question =

Select a Security Quastion El

Erintghly Halp Gnling Hglp Far padigiene] R8sistence wicth yiur §COEwnT Dllil-l CHMECT ACCEwagE

Update Security Questions page

You will now create a question and answer combination that will be presented to you should you
request help with your password. Your answer must exactly match the answer you type here.
Select your security questions from the drop-down menus, and enter your answers in the field
next to them. When you have completed five question and answer sets, click Next to view a
success message.

Profile Updated

Your Sequrity Questions have been updated

[ Logout | [ Continue |

Erincgply Hyly Dnling Help For aoditions] aasistance with your SO plasss CoaTaCt AC0iaTx

Security Questions Success Message
Click Continue. A confirmation page is displayed.

13
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vou will Feceive an email shorthy with instrsdbons on how to complete your access request. DNCe Your request s
complieted, it will continge through the approval process.

Fieturn bo Optigns
Lig Out
Erincg s Halg Snling Help Far padiciens] assisrance with yier §COEwsT. Dllil-l CEMECT ACDEyE

Confirmation Page

You should receive an email shortly with a link to the BRS User Confirm Email and Agree to
Terms page.

Confirmation

When you receive your email, click on the link to open the BRS User Confirm Email and Agree
to Terms page similar to the figure below.

User Confirmm Email And Agree To Terms

Please revidw all of vour information for atcurscy. Open and read any form that i displayed. Onee
you hawve inished, chedk the box saying you agree bo terms and chick Confirm.

Applicant

Regquesting | .
Access:
74 N Washangton Avenise
Batthe Creek Ml 45037
265.961.7538
dla.ma
Application: i
m‘ﬁ'ﬂ"“ Contractor

Justification: [ need all the data for documentation purposes.

Select a form to view:

B Tooks A Form

~gdiscl r

. Check this box to confirm that you have read and agree to all of the terms on the farms listed
' above. Chek the Conlfirm button to digtally sign this form.

| confirm | | Comect Information |

Erinrghle Hal Qaling Halp Far SOStions] RESISTas0n with yOUr SCCOURL PIENSE CEMTRCT ALIIURLE

BRS User Confirm Email and Agree to Terms Page

14



New User

Follow the instructions in the email and on the page to confirm your email and other information
displayed as well as agree to the terms. Once you complete this confirmation, your access
request will move to the next step in the approval process. Please note that the link in the email
you will receive expires in 72 hours. Please complete your confirmation before it expires.

You have two sections on this page to act on: 1.) Select a form to view and 2.) confirm that you
have read and agree to the terms on the forms.

Select a form to view

To view the form, click on the form name link on the Confirmation Page. The form is displayed
similar to the figure below.

Non-Disclosure Agreement (NDA)

74 N. Washington
BattleCreek, MI 49037

1. To carry out the duties as the information dissemination (ID) source for the IUID Reagistry, the Defense
Logistics Information Service (DLIS) may disclose information to authorized representatives of the United States
(U.5.) Government. This Non-Disclosure Agreement ("Agreement™) covers information provided to the
Department of Defense (DoD) under a mandate for federal contractors as described in 48 CFR, Parts 204, 212,
and 252 and the Debt Collection Improvement Act of 1996, Public Law 104-134. The disclosure, of such
information, to the public or outside of the Government shall be in accordance with all conditions and limitations
set forth herein.

2. The Data Receiver has a requirement(s) for such data to perform certain tasks on behalf of the U. 5. Federal
Government. Because of this requirement(s), The Data Receiver is considered "authorized"” for the purpose of
this Agreement.

3. DLIS hereby determines that disclosure of information is necessary so that The Data Receiver may perform
the duties required of them by the U. 5. Federal Government.

4. DLIS shall grant access to information described for each year that a completed Non-Disclosure Agreement
form is filled out and submitted or The Data Receiver request termination of access or DLIS terminates access.
This Non Disclosure Agreement must be renewed each year. The Data Receiver further agrees that it shall use
the information only for the purpose of the work required by the U. 5. Federal Government and shall not use
such data for commercial purposes.

5. The Data Receiver accepts the obligations contained in this Agreement in consideration of being granted
access to secure information. The Data Receiver acknowledges that all obligations imposed by this agreement
concerning the use and disclosure of such information apply for the duration of the requirement and at all times
thereafter.

6. The Data Receiver agrees that it shall use the information obtained from the IUID Registry for the purpose of
tha worl ramirad by tha 11 © Eadaral Gavarnman t and chall nat e eich data far o cial nirnnca

Form Displayed—Sample

Forms are created dynamically within BRS according to each registrant's needs. The required
forms are displayed based on applications requested, access-level required, and type of user
(government employee, contractor, other). Read the form before closing the window. Check the
check box on the confirmation page to indicate that you have read and agree to the terms stated
on the form. Then click the Confirm button to digitally sign the form.

Correct Information

A Correct Information button is provided at the bottom of the Confirmation page. Click this
button if you find your information is incorrect on the page. The User Profile page is opened.

15
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Edit and click on the Submit Profile button. The Justification Page is then displayed. Edit as
necessary and click submit. The User Confirmation page is redisplayed.

Confirm Button
Once you click the Confirm button, the Success page is displayed as shown in the next figure.

SuUCCess,

An emad will be sent to the next person that needs to approve your request. You can dose the web
browser at this b,

Dnling Halp For pddicions] assistance wicth your acoewst plesse coaqact A00ge5E

Success Message

An email will be sent to the next person that needs to approve your request. You can close the
web browser at this time.

Completing the Process

Your request for access will now be processed by contacting each of your points of contact by
email. The steps in the process will depend on what type of user you are. Digital signatures are
used at each step.

« If you are a government-sponsored contractor, your request will be sent to your
government sponsor first.

« If you are a government employee, your request is sent to your supervisor.

o Security will then review your request.

e The last step in the approval process is Accounts. Note: Accounts cannot approve your
request until it has been approved by your sponsor or supervisor and security.

The length of time that it takes to complete the process depends on how long it takes each
individual to complete his or her step. For example, if your supervisor is on vacation for a week,
your approval could be delayed. You can check on your status at any time.

When your access request has been processed and approved, you will receive a Welcome email
message. This email contains your user ID, a list of applications you have access to along with
their current URL links, password information with a link should you need to reset your
password, and a link to Accounts should you need registration or accounts assistance.

When you receive your email, click on the link to the application.

16
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RETURNING USER

Log In
Log In Help Links

Forgot User ID
Forgot Password
Accounts

If you already have a User ID and you want to change your profile or your access requests (IUID
contractor users only), log in to BRS using the Returning User Log In page. Select the
Returning User link on the home page. The Returning User Log In page is displayed as shown
in the figure below.

Returning User Log In
User ID:
Password:
[ Login |
Foraot U=er 10 F i

For gdditions] sasisrancs with yiur Jcoouet, plesss Coatact Soopees

BRS Log In Page

If you need assistance, there are three help links on the Returning User Log In page: Forgot User
ID, Forgot Password, and an Accounts email link.

Log In
Enter user ID and password on the Returning User Log In Page. The password is displayed as a
row of dots. Click on the Log In button. When a returning user successfully logs in to BRS, the

Select Options page is displayed.
.

Select Options:

Update Profile

Change Passwordg

Change Secunity Questions
View Efms

Vhew Reguiest Status

Update Justification

Log out

ng Help For gadinions] BRSiEEance with your aCcevet plesse coatact &g

Select Options Page

17
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There are up to eight options on the Select Options Page:

Update a Profile View Request Status
Change Password Update Justification
Change Security Questions Request Additional Access (Returning IUID users
View Forms only)
Log Out

Only returning IUID Contractorss/DCMA and Legacy users will have the Request Additional
Access option available.

Log In Help Links
Forgot User ID

If you forgot your user ID, click on the Forgot User ID link. The Forgot User ID page is
displayed as shown in the figure below.

Forgeot User ID

Enter the amal addreas agsoaated with vour User ID. A hat of Uger IDa asaaaated with the email addresa will be
emaled to you.

Email Address
Cancel Mt

For padicions] 38istance with your JCCewnt. plasses Coagact Ag

Forgot User 1D Page

Enter your email address. Click the Next button. A message is displayed as shown in the next
figure.

Forgot User ID

Your User ID has been Emailed to you,

Email Address
| Continuea

For padiions] SREaatancs with yiur JCCrest plasss Cootsct SAoopen

User ID Has Been Emailed Message

18



Returning User

Click the Continue button to return to the Returning User Log In page. Your user 1D should
arrive in your email shortly. Check your spam or junk email folder if the email does not arrive
after 10 minutes.

Forgot Password
If you need password assistance, click on the Forgot Password link. The Password Reset page is

displayed.
I

Password Reset

Enter the User 1D you wish to reset. You will be asked to answer three secunty guestions in order to prove your
identity.

User 1D
Email Address

Cancel Mext

nling Halp For addiciens] gnsistance with yaur scopent plesse Coaqact SO0gan0E

Password Reset Page

Enter your User ID and email address and click Next. The Security questions page is displayed
with the five questions you selected when you set up your account similar to the figure below.

Security Questions

Please answer at least 3 sequnty guestions. Failure to do so will result in your account being disabled,
What was your chitdhood nickname?
What s the name of your favonite childhood friend?
What iz your oldest sibling’s birthday month and year? (e.g., January 19000
As g child, whal did yow want to b when you grew up?

What Iz the middle name of your spouse’s mother?

Cancel | [ Mext

For aaditions] psistance with your JCCevnt plasss Coatact

Security Questions for Password Reset

Click in the text entry fields next to the questions and enter your answers. Answer at least three
questions, and then click the Next button. When your answers match exactly the answers you
entered when you defined your security questions, an email is sent to notify you that someone is
trying to change your password, and the Password Reset page is displayed.
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Password Reset

Emter a new password and confirm
The password must:

Be 14 to 25 characters m length

Contain 2 Uppercase lettars

Contain 2 Lowercase letters

Contain 2 Numbers

Contain 2 Specal Characters; 1ges %~ =[]
Mot Be a Previous Password

Mot contain Repeating characters

Mot contain Dictionary words

Mew Password

Confirm Password

Cancal Mot

sble Help Sinling Halp For aadicions] aasistance with yaur scopent. plasss Coaqact A0gaans

Password Reset Page

Enter your new password, and then retype it in the next field. Click on the Next button. Be sure
to follow the guidelines for creating your new password:

1. Passwords may not be any word found in the dictionary.

2. The password must be between 14 and 25 characters in length.

3. The password must contain at least two capital letters.

4. The password must contain at least two lower case letters.

5. The password must contain at least two numbers.

6. The password must contain at least two special characters.

7. The password cannot have any repeating characters in consecutive positions.

When your password has been successfully changed, a confirmation message is displayed similar
to the figure below, and you are logged in.
I

Profile Updated

Your Password has been Changed. You are now legged in,

Log Out Continue

pigls “nling Halp For paiiciond] 38 0ianance with yiud SCC0GR plEdEs COATECT S005nTE

Password Changed Message
Click on the Continue button. The Select Options page is displayed.
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Returning User

Accounts link
Use the Accounts email link if you need additional assistance with your account.

Update Profile
Click on the Update Profile link to display the User profile page similar to the next figure.
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User Profile
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User Profile—Returning User
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Returning User

When satisfied with entries, click on the Submit Profile button. The User Profile page is closed,
and a message is displayed, “Your profile has been successfully updated.” Note that if you have
applied for IUID access, the company information fields come from the SAM database and are
not editable.

User Profile Update Note: If you are a previously-approved user and you change your name,
company, agency or email address, you will get a warning that if you proceed, your account will
be disabled until the profile is reviewed and applications re-approved.

View Forms
When View Forms is selected from the Select Option page, the Select a form to view/print page

is displayed.
I

Select a form to view/print:

For sodicions] sasistance with o 3CCeent. plesss COoatacT 00,

Select a form to view/print page

Your forms were digitally signed at the time you registered. Generally, forms need to be
submitted only once, but they can be printed anytime. You will be notified if you need to submit
new ones.

Click on the name of the form name link to display the form in PDF format. If you have
questions, please contact iuid.accounts@dla.mil.

View Request Status

The third option on the Options menu is View Request Status. You can view your application
access request status any time from this menu option. Click on View Request Status to view the
Application Access Request Status page similar to the figure below.
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Application Access Request Status for il

Applicaton being reguested: UID
Access Level being requested: Contractor
Current Status: Waitmng for Supervisor Approwval

Approval Steps Step Status
Waiting for Email Confemation Confirmed
‘Waiting for Supervisor Approval In Process

Return to Qptions
Lo Out

Evintahle Help Cnling Halp For aadiions] a8siatance with yier SCO0wST Pleaske COMTaCT AC0D9TE

Application Access Request Status page

Click on the Return to Options link to return to the Select Option page, or select Log Out to log
out of BRS.

Review Access Request Justification

To edit your justification for access, select Review Access Request Justification from the
Options menu. The Application Justification screen is displayed as shown in the figure below.

I
Application Justification

Enter justifhication, Pleass include what data you need, why vou nassd &, and how you will uge g, (Limut 1500
Characters)

D (Update)
I need all the daca for documentation PUIposes.

Submit User Justification |

Beturn bo Optons
Lo Owit

Erintahly Haly Qnling Halp For pddigions] 255i3tance with your 3CC0wnt pleare Contact Sgogynng

Application Justification—Edit

Edit your justification. Please limit your entry to less than 1,500 characters. When satisfied with
entry, click on the Submit User Justification button. The Application Justification page is
closed, and a message is displayed, “Your profile has been successfully updated.”
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Returning User

Request Additional Access

The "Request Additional Access™ option is only displayed on the menu page for returning IUID
Contractors/DCMA and Legacy users.
All other users must request access separately for different applications.

If you are an IUID contractor/DCMA or Legacy user, your Select Option page will be displayed
with the Request Additional Access option listed.

When Request Additional Access is selected, the Select Application page is displayed similar to
the figure below.

Select Application

Iy & [UID: DCMA

List of DODAACS for DOMA User,
separated by commas:

Submit Apphcabon Requast

Eatyrm to Dptions

Log Out

Far additionsl agiiatance with your sccouat. pladie contac

Select Application—Add DODAACs

The Legacy user is shown in this example. The Legacy user can enter additional DODAACs for
separated by commas. The Contractor user’s Select Application page is similar but can list
additional DUNS numbers in the text entry field.

When satisfied with entries, click on the Submit Application Request button. The User Profile
page is displayed as shown in the figure below.
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User Profile
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Returning User

Check to be sure that all data is accurate. When satisfied that all data is correct, click on the
Submit Profile button. The Application Justification page is displayed as shown in the figure

below.
Application Justification

Enter justification, Pleass include what data you need, why you nased &, and how you will uge 2. (Limit 1500
Characters)

IUID (DCMA - DOMA employees only)

Submut User Justification |

Bty bo Qpbons

Lo Ot

Qnling Halp For addicions] 38istance with your JCCOUM Plaase CORTNCT SL0T4ATE

Application Justification Page

Enter a justification for the application (additional DUNS) for which you are seeking access in
the field provided. Please limit your justification to less than 1,500 characters. Click on the
Submit User Justification button. A confirmation page is displayed as shown in the figure

below.
.

You will Freceive an email shortly with instrochons on how to complete your aocess reguest. Onee your reguest i
completad, it will continwe thraugh the approval process.

Refurm to Optpnis

Log Qut

ny He II] For gddicions! BEsiatance with yiar Jcoowet pleass CRatact Soooeny

Profile Updated Confirmation Page

You should receive an email shortly with a link to the BRS user confirmation page. Follow the
instructions in the email and on the page to confirm your email and other information displayed
as well as agree to the terms. Your access request will move through the approval process when
this confirmation is completed. See the New User Confirmation section for more information
about completing the registration process.

When your application for access has been processed and approved, you will receive two emails
with your access details.
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Log Out
Selecting the Log Out link on the returning user’s menu logs the user out and displays the

following message.

You have logged out of BRS,

Feturn to Login

Log Out Message
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GLOSSARY

A
API: Application Program Interface
ASR: Authorized Security Representative

B

BASIC: BASIC Access Security Information Center
BRS: BASIC Registration System

D

DCMA: Defense Contract Management Agency
DLA: Defense Logistics Agency

DoD: Department of Defense

DUNS: Data Universal Numbering System

G
GUI: Graphical User Interface

I
IUID: Item Unique Identification

L
LAN: Local Area Network

M
MB: Megabytes — Random Access Memory or Storage Memory

P
PMO: Program Management Office

R
RAM: Random Access Memory

S
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SAM: System for Award Management

User ID: User identification
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