Logging into the InciWeb Test Site through NAP (NESS Application Portal)

Note: If you have trouble seeing some of the buttons or the links mentioned in these instructions, you
will need to adjust your computer settings so that you can see them.

Step 1: Go to the NAP at https://nap.nwcg.gov/NAP/

Step 2: Read the Government Warning and click the red “Accept” button in the lower right hand corner
of the white box.
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Government Warning

Unauthorized access to this United States Government Computer System and software is
prohibited by Title 18, United States Code 1030

This statute states that Whoewer knowinaly, or intentionally accesses a computer without
authorization or exceeds authorized access, and by means of such conduct, obtains, alters,
damages, destroys, or discloses information or prevents authorized use of (data or a computer
owned by or aperated for) the Gowernment of the United States shall be punished by a fine
under this title or imprizsonment for not mare than 10 years, or both

All activities on this systemn and network may be manitored, intercepted, recorded, read, copied,
or captured in any manner and disclosed in any manner by authorized personnel. THERE IS
MO RIGHT OF PRIVACY QN THIS SYSTEM. Systern personnel may give to aw enforcement
officials any potential evidence of crimes found an this USDAcomputer system

USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES
COMSENT TO THIS MONITORING, INTERCEPTION, RECORDING, READING, COPYING OR
CAPTURING AMND DISCLOSURE. REFORT UNAUTHORIZED USE TO AR INFORMATION
SYSTEMS SECURITY OFFICER.

Privacy Policy Information related to this application and applications accessed through this
web partal can be found at:
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Step 3: Login by entering your NAP username and password in the white boxes and clicking on the red
“Login” button in the beige “Message Board” line at the top of the page. If you do not have a NAP
username and password, follow the instructions at the end of this document to obtain one.
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Step 4: Click on the IW-TEST link in the IW-ADMIN box
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Jennifer Jones: FIO [InciWeb Test Site]

Welcome: | Unit Selection Twitter || Administration

WELCOME TO THE NEW INCIVWEB ADMINISTRATIVE SITE! This site has been re-engineered to enhance the stability and reliability of InciWeb and to streamline creating and updating incident records.

While the site looks different, it functions much the same with a few additions, most notably that you can now upload pdf files into the Maps section and you can now upload video into the Images section. A
pre-recorded training webinar is available online at Help Webinar and the IndWWeb manual has been updated as well.

If you can't get any questions you have about this new site answered through those two resources, contact the HelpDesk at 1-866-224-7677 or 360-326-6002, or e-mail: helpdesk@dms.nweg.gov, Have fun
exploring the new IncWeb administrative site!

PLEASE CLICK THE "UNIT SELECTION' TAB TO CONTINUE.

* Content posted on this website is for information purposes only.
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Requesting a NAP (NESS Application Portal) User Account

Note: If you have trouble seeing some of the buttons or the links mentioned in these instructions, you
will need to adjust your computer settings so that you can see them.

Step 1: Go to the NAP at https://nap.nwcg.gov/NAP/

Step 2: Read the Government Warning and click the red “Accept” button in the lower right hand corner
of the white box.
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Government Warning

Unauthorized access to this United States Government Computer System and software is
prohibited by Title 18, United States Code 1030

This statute states that Whoewer knowinaly, or intentionally accesses a computer without
authorization or exceeds authorized access, and by means of such conduct, obtains, alters,
damages, destroys, or discloses information or prevents authorized use of (data or a computer
owned by or aperated for) the Gowernment of the United States shall be punished by a fine
under this title or imprizsonment for not mare than 10 years, or both

All activities on this systemn and network may be manitored, intercepted, recorded, read, copied,
or captured in any manner and disclosed in any manner by authorized personnel. THERE IS
MO RIGHT OF PRIVACY QN THIS SYSTEM. Systern personnel may give to aw enforcement
officials any potential evidence of crimes found an this USDAcomputer system

USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES
COMSENT TO THIS MONITORING, INTERCEPTION, RECORDING, READING, COPYING OR
CAPTURING AMND DISCLOSURE. REFORT UNAUTHORIZED USE TO AR INFORMATION
SYSTEMS SECURITY OFFICER.

Privacy Policy Information related to this application and applications accessed through this
web partal can be found at:
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Step 3: Click the red “+Account” button in the right hand corner of the beige “Message Board” line.
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Step 4: On the User Information Tab in the Request User Account dialog box, complete the following
information, then click the red “Next >>” button in the lower right hand corner of the dialog box: First
Name; Middle; Last Name; Job Title; Employee Type; Organization Unit; Agency; Office Number; mobile;
Fax; and Email.
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9) Step 1 - Enter User Information

First Name: | Office Number: =[{ ) - B [

Middle: |

Last Hame: = |

|
|
|
|
Employee Type: = [ FermanentiFull-Time v}

Job Title: | E-Mail: =
Enter all ar part af your Organizational Unit name. For example: T
Pacific Ranger District or Pacific or Ranger District
Willamette Mational Forest orWillamette or Mational Forest
Organization Unit: *|Saamh Qrganizations. ‘
-

Agency: | Search Agencies.. \

Done

e : :
stat ~c@@D° @ - g2 L

Directions continue on next page



Step 5: On the Applications Requested tab in the Request User Account dialog box, select IW-ADMIN-
TEST and check the box in the Standard Account column. Note: All InciWeb Users and Superusers will
need Standard Accounts only, no InciWeb User or Superuser will need a Privileged Account.
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Request a Privileged Account only when you will be executing administrative or escalated tasks, such as user
account management, in the regquested application
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Step 6: On the Verification Contact tab in the Request User Account dialog box, complete the following
contact information for the manager or supervisor who will verify and approve your request, and then
click the red “Next>>" button in the lower right corner of the dialog box.
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Standard Account:

Contact’s First Name: *| | Title: *‘ ‘
Contact’s Last Name: >r| | E-Mail: wn‘
Phone Number: ’|(7) » | Ext |7|
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Step 7: On the Summary tab in the Request User Account dialog box, review your request information.
If it is incorrect, click the “<<Back” button in the lower right corner to go back to previous tabs and
correct inaccurate information. If it is correct, click the red “Next>>" button in the lower right corner of

the dialog box.
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9) Step 4 - Review Summary

User Information:  David Olson
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Employee Type:
Application Instances Requested:
Accounts Requested:

Verification Contacts:

Boize Mational Forest (10, US)
(208) 373-4105
drolson@fs fed.us

PetmanentFull-Time
IW-ADMIN-TEST (Standard)
Standard

Standard
Cacilia Seesholtz
(208) 373-4102
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Step 8: To log off, click on the icon that looks like a semi-circle with a line going through the top of it on
the NAP Navigation panel on the left side of the screen, then click the red “Accept” button on the
Government Warning dialog box, and then click the red box with the white “x” in it.
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Once approved, you will receive two e-mail messages from donotreply@nwcg.gov One e-mail provides
your new NAP username and the other email identifies your temporary NAP password. You may now
log in to the InciWeb test site through the NAP portal (follow the directions at the beginning of this

document).




