

Use of the 

Joint Personnel Adjudication System (JPAS) Version 2.3.0 
New Features Available to Industry 

The purpose of this document is to provide additional guidance to industrial contractors on the new functionality resulting from implementation of the JPAS program version 2.3.0. 
· Mass Personnel Changes

· Mass changes can now be accomplished via JPAS.  This feature enables authorized users to:  1) separate only (terminate the association), 2) in one action mass separate and transfer personnel associations among multiple facility organizations (MFO),   3) separate and transfer non-MFOs, or 4) transfer to non-MFOs.  Items 2 and 3 overlay the category and will create a history item for the action; item 4 adds an additional person category to the subject’s record, i.e. adds a new affiliation to the person.  After performing a mass change, a check should be completed to ensure that all actions were accomplished.  If an open incident report exists or the access is suspended, the subject’s record will not be modified.  There are additional restrictions for Key Management Personnel (KMP) since the Facility Clearance (FCL) may be affected.  Verify from the Ineligible Personnel list the actions that the system did not complete.
· When using this capability, access downgrades are based on the organization’s eligibility and not the person’s eligibility.  This also applies when moving access to another organization.

· Only United States (US) and North Atlantic Treaty Organization (NATO) accesses can be downgraded.  For example, accesses that can not be downgraded include SCI.
· The Defense Industrial Security Clearance Office (DISCO) receives notification when a mass personnel change is affected on an individual with an open investigation.  Individuals will appear on the Ineligible Personnel List within the Mass Personnel Changes screen.  Manual processing of these actions is required.  No further notification to DISCO is required for individuals with an open investigation.
· Only notify DISCO when an action is pending on a subject, e.g. pending incident report, pending adjudication and pending investigation request (not an open investigation).  A Research, Recertify, or Upgrade (R/R/U) request should be submitted on subjects with pending actions.          
· The Separation type “Facility Termination” should only be used when the organization’s eligibility has been terminated.
· When subjects appear on the Ineligible Personnel List and are identified as KMPs, you must complete the action by using the Add/Modify Non-Department of Defense (DoD) Person screen.  As a reminder, changes in the status of KMPs are still reportable to your Industrial Security Representative in accordance with the National Industrial Security Program Operating Manual (NISPOM), 1-302h item 3.
· A history action is created for an organizational change.

· Actions Previously Reported via DISCO Form 562 (Within JPAS, now known as R/R/U actions)
· Social Security Number (SSN) Changes are submitted to DISCO for non-DoD persons utilizing the revised R/R/U process effective with this release.  The Research Request will provide the capability to identify the reason for the requested SSN change.  In addition, the submitter will enter a narrative statement to identify to DISCO the correct SSN, incorrect SSN, and requested justification for the change.  DISCO does not require a copy of the documents that were used to verify the SSN change request.
· An authorized JPAS user can add, modify, and delete an alias for a person.  The following guidance should be used when entering or modifying the alias for a person:

· Do not enter an alias if the subject’s last name and first name match and the alias name only reflects an initial for the middle name

· Do not enter an alias if it is a single name (e.g. Cher, short for Cheryl)

· Do not enter nick-names

· When changing the subject’s name, always enter the prior name used as an alias unless the name already exists in the record.

· Do not submit R/R/Us for status inquiries as this only delays the processing of other R/R/Us.  If you have a status-type question that you are unable to resolve by viewing JPAS, contact Customer Service.

· If there is a pending R/R/U on a subject, a second R/R/U can not be submitted until the original R/R/U is processed by the Central Adjudication Facility (CAF).

· At this time, there is no ability to cancel a pending R/R/U.  There is an approved system change request pending that will permit this capability.  Until the change is implemented, contact Customer Service if authorized users need to cancel an R/R/U that has been submitted to DISCO.

· Submission of Requests for Investigation (Referred to in JPAS as Personnel Security Investigation (PSI) Automation)
· 
· JPAS account managers have the ability to create e-QIP permissions for users the managers service.
· Information on how to use e-QIP may be obtained from https://jpas.dsis.dod.mil/, under Industry, select “What is e-QIP”, or for the guide “DoD Industry Procedures eQIP Applicant Information Sheet” that has been developed for industry personnel security clearance applicants using e-QIP see http://www.dss.mil/whatsnew/dss_customers.htm.  
· Investigation requests can only be initiated on a person in your Personnel Security Manager (PSM) net.  This feature is accessed from the “Person Summary” screen in JPAS.  
· The Service/Agency code for industrial contractors must reflect “DoD Contractor Companies” to receive the Initiate Investigation link on the Person Summary Screen.  If the link does not appear in the Person Summary Screen:
· Ensure that the subject has been pulled into your Span of Control
· Check the Add/Modify Non-DoD Person Screen to determine if the Service/Agency field is populated with “DoD Contractor Companies”.  If not, add it or there may be a need to change it to “DoD Contractor Companies”.
· When establishing an employee record in JPAS, this step should be included to ensure that the Initiate Investigation link is available.   
· The following guidance should be used when initiating an investigation request in JPAS.  The subject will access e-QIP to complete the Personnel Security Questionnaire (PSQ).  The Facility Security Officer (FSO) is able to track the status of the investigation request in JPAS.
· Duty/Position Code:
· Select “KMP” when the request is for a KMP associated with the FCL and an Interim personnel security clearance (PCL) can be used.

· Select “KMP – Final Clearance Required” when the request is for a KMP associated with the FCL, and an Interim PCL cannot be used.  This option allows for expedited processing for the KMP.

· Select “Contractor” for all Periodic Reinvestigation (PR) requests.

· Select “Contractor” for initial investigation requests when the employee can work with an Interim PCL.

· Select “Contractor – Final Clearance Required” when the employee cannot work with an Interim PCL.  This option allows for expedited processing.

· Investigation Type:  The options for contractors are NLC (for National Agency Checks (NAC), Local Agency Checks and Credit checks (NACLC)), Single Scope Background Investigation (SSBI), or Single Scope Background PR (SBPR).  Both an initial and PR NACLC are requested using the NLC code.
· Sensitivity Level:  

· Select “Critical Sensitive.” for SSBIs and Top Secret (TS) PRs (access to TOP SECRET).  

· Select “Non-critical Sensitive” for NACLCs (access to SECRET or CONFIDENTIAL).

· Advance NAC Extra Coverage:  Leave blank.

· Position Title:  Enter “CONTRACTOR.”  (This is currently designed as a free-text field.)  

· Access Code:  Level of classified access required by the applicant:  TOP SECRET, SECRET, or CONFIDENTIAL.

· Sensitivity ADP:  Leave blank.

· Requesting Official:  This information pertains to the company official responsible for requesting the investigation.  (In most cases it will be the FSO.)

· Security Folder – Location:  Contractors will always select “Other” and manually enter the location where these records are maintained in the company.  This is for use by the investigative agent during the investigations process.

· Official Personnel Folder – Location:  Contractors will always select “Other” and manually enter the location where these records are maintained in the company.  This is for use by the investigative agent during the investigations process

· To indicate the need for Sensitive Compartmented Information (SCI) on an investigation request, the Access Code field should be populated with SCI.  The user will select from a list to populate this field.    
· Ensure the release is printed by the subject prior to releasing the e-QIP as there is a special code on the form that is used to match up with the e-QIP PSQ to the release for faster processing.  
· If the subject does not print the release prior to forwarding the action, the JPAS user with e-QIP permission may print it if the investigation request reflects Ready for Review.  This can be accomplished from the Investigation Request Status Screen and use the View Signature Page link.  If this is not printed prior to DISCO approving the request, then it is no longer available.
· Adobe V7.0 or later must be used to access e-QIP viewable forms.
· A new investigation request can not be initiated on a subject until an investigation is closed or there is no investigation request in process.
· Display of Facility Clearance Level (Referred to in JPAS as the Organization Clearance Status Information)
· If the organization’s FCL appears incorrectly in JPAS, users should notify their Industrial Security Representative.
· Edits have been added to JPAS to verify appropriate organizational clearance prior to permitting a mass change.  Personnel access will be downgraded if their current access level is higher than the access level of the FCL.
· Eligibility Notifications
· With this release, Eligibility Change Notifications will be issued when an Interim eligibility is granted.
· In instances where an Interim eligibility cannot be granted, a message will be sent to industrial organizations that are identified as a Security Management Office (SMO) in JPAS.  It is important to ensure that records are updated and maintained with this information. 
· The eligibility “Loss of Jurisdiction” will be used in one of three instances.

· An interim eligibility had been issued and then it is withdrawn until the final determination may be rendered.
· Subject has a final eligibility.  An incident report is submitted and there is no longer an active DoD association where subject requires a clearance eligibility.  The incident report will not be adjudicated until there is an active DoD association.
· A CAF denies or revokes eligibility for a subject with an industrial association.  If the subject still requires the collateral clearance, the FSO must notify DISCO that the collateral is required.  The FSO will submit an R/R/U with the related information.

· When eligibility is changed, an Eligibility Change Notification is sent to all SMOs with an active owning or servicing relationship with the Person’s Person Categories. 

· Reports

· New reports are available and include:  SMOs without users assigned, SMOs with no accesses, PRs required, and Personnel by Eligibility and Access.  Other reports are available with this release but are not generally applicable to industry.  
· Data Validation

· If a subject is not associated with a facility, the facility may not receive notification of eligibility changes.  Therefore, it is critical to complete a 100% validation of records associated with each facility, unless it has already been accomplished.  
· If a record reflects that a person is deceased when they are not, the deceased date must be removed from both the separation area and the Personal Identification Data (PID) area.  If it is not removed from both places, then the action will not be saved.

For additional information or assistance, please contact the DSS Customer Service - The DoD Security Call Center, 888-282-7682, http://www.dss.mil/custservctr.htm
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