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Procedures for Requesting, Issuing and 

Deleting Defense Civilian Pay System (DCPS) 

USERIDs 
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General Information/Instructions 

 All appointed timekeepers are required to have access to the DCPS payroll 
database.  
 

 Please follow the instructions contained on the next slides for use in 
completing the necessary USERID request forms. 
 

 Security Awareness Training must be completed before a USERID can be 
issued.  Once completed, print the certificate of completion. Follow this link 
to complete the training:  

 https://cust-support.dfas.mil/dcps/security/index.htm 
 

 Forward security awareness certificate, completed forms (DD Form 2929 
and DD Form 2875), and the Host National Europe NACI waiver 
memorandum, if applicable to your servicing DCPS Customer Service 
Representative. 
 

 The DFAS approval process takes approximately 10 business days. 
 

 Once the application has been approved, DFAS will contact the timekeeper 
directly, via e-mail, and provide the USERID and temporary password. 
 

• Timekeepers or their Supervisors should notify the Payroll Office when the 
USERID should be deleted! 

 

https://cust-support.dfas.mil/dcps/security/index.htm
https://cust-support.dfas.mil/dcps/security/index.htm
https://cust-support.dfas.mil/dcps/security/index.htm
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Information about the Use of Digital Signatures 

 Any document with a digital signature must remain in the original electronic 
document format so the certificate(s) contained in the signature can be 
validated.   

 

 Once a document is digitally signed - It must transferred in such a way as to 
remain in the electronic format it was signed in (e-mail) 

 

 Printing the document, at any time, takes the document out of the original 
electronic document format that supports digital signatures.  Any previous 
digital signatures are, therefore, invalidated.  

 

 Scanning a printed copy, even as a .pdf file, will not restore the digital 
signature support or the ability to validate the digital signatures.    

 

 If anyone in the approval chain is incapable of digitally signing the 
document, then you can't digitally sign any of the document.  
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DCPS use only 

DCPS use only 

Refer to “Notes” for site ID 

Date must be within one year of submission 

Refer to “Notes” (below left)  for country code 

Notes 

WATL9800 = GERMANY 

WJEB9900 = KAISERSLAUTERN 

WB0F9900= BENELUX 

WJBN9900= ITALY 

For Host Nationals Employees, use 

your Foreign ID # located on the back 

of your CAC. 

DD Form 2929 Blocks 1 - 12 
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Please contact your servicing CSR for your designated Time and 

Attendance Group (TAG) 

Supervisor Digital Signature Supervisor „s name in print Date approved 

Date approved Digital signature 

DD Form 2929 Blocks 13 - 19 

•If block 17 is digitally signed, then the Supervisor and Security Manager signatures must be digitally signed. 

•The date of application must be within 30 days of submission date. 

•Blocks 19a, b and d must be completed. 

•If digitally signed please review slide #3. 
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Required Information 

 

 

 

Provided by DFAS 

Date must be within one year of date of 

submission 

If Digital signature is utilized then supervisor and security manager signature must be digitalized 

as well 

Date of application 

If other than initial request please include your USERID 

DD Form 2875 Blocks 1 - 13 
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Supervisor digital signature Required 

DD Form 2875 Blocks 14 - 20 
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Required 

•Block 28 to 32 must be completed for all US employees 

•For Host National Employees Blocks 29 through 32 are still required in addition to the waiver memorandum 

(see next slide for sample memorandum) 

DD Form 2875 Blocks 26 - 32 
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Host National Europe NACI waiver memorandum (Sample) 

<Organization’s Letter Head here> 

 

 

       Date 
 

 

MEMORANDUM FOR HQ USAREUR G1, Civilian Personnel Directorate 

   ATTN: DCPS Support Office    

 

SUBJECT:  Request for Waiver of the National Agency Check with written Inquiries (NACI) requirement for <insert name> 

 

1. Request a waiver of the National Agency Check with written Inquires (NACI) requirement for access to the Defense Civilian Payroll System 

(DCPS). 
 

2. <Enter employee’s name> is a German Local National employed by the US Army who has been appointed as a timekeeper for US Civilian 

employees. Therefore, in order for this employee to perform the assigned duties as a timekeeper, request access to DCPS be granted. 
 

3.  A  Local National Screening was conducted on <enter date> with favorable results. This is equivalent to a NACI for German Nationals and 

is in accordance with the NATO Status of Forces Agreement (SOFA) and Army in Europe Regulation 604-1. 

 

4. I understand that I am responsible for the actions of these users in DCPS. 

  

      Supervisor Signature block  

      Title 

      Phone Number  

  

 
Required information 


