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NexGenIT Role Request Requirement

Non-Air Force Personnel
• Must obtain and Air Force email account

•  https://epi.afds.af.mil/nonaf

Please note, you will not be notified this has been processed, it generally is created within 24 hours. 

https://epi.afds.af.mil/nonaf


NexGenIT Role Request Requirement

All New Incoming Facility Managers are required to obtain the following information from your Security 
Manager

❖Type of Investigation:       
❖Date of Investigation:
❖Clearance Level:
❖IT Level Designation:
Email to: Danielle Quinlan  - danielle.quinlan@us.af.mil

     Sharon Carey – sharon.carey@us.af.mil
 Kim Cader – kimberly.cader@us.af.mil  

You may receive an email or a phone call from one of our Unit Security Managers requesting your SSN to 
verify your clearance. NexGenIT is a CE program, which will require you to be looked up in DISS (Defense 
Information System for Security) to verify your clearance.

Security Managers:

Darius Hunter

Tracy Ebron

mailto:danielle.quinlan@us.af.mil
mailto:sharon.carey@us.af.mil
mailto:kimberly.cader@us.af.mil


NexGenIT Role Request Guidance Overview
 Users will need to re-submit NexGenIT Role Requests each year to maintain access to the 

system. 

 NexGenIT Role Requests will expire one year after the original submission date. 

 NexGenIT Access will be suspended after 30 days of no use.

  



NexGenIT Role Request Process
 Step 1:  Navigate to the NexGenIT Landing page (https://nexgenit.csd.disa.mil) and click ‘OK’ 

on the security prompt pages. Select your e-mail certificate and enter your PIN.  

https://nexgenit.csd.disa.mil/


 Step 2: On the NexGenIT Landing page:

(1) Select ‘NexGenIT Role Request’ from the left-hand menu

(2) Select ‘Submit NexGenIT Role Request.’ From here, the NexGenIT Role Request form will display.

NexGenIT Role Request Process



Step 3: On the NexGenIT Role Request Form, complete the required fields in the section labeled PART 1 
(to be completed by Requestor) section. This section is populated based on the information pulled from 
the Air Force Directory Services (AFDS).

(1) (a), (b), (c) Please ensure that every field is filled out
(2) Verify ‘Organization’ field
(3) Verify ‘Office Symbol” field
(4) (a), (b) Verify ‘Commercial Phone/DSN’ field
(5)  Verify Air Force email address
(6) (a), (b) Select the appropriate grade/rank in the ‘Grade/Rank’ drop-

down ( Civilians N/A)
(7) Enter ‘Official Mailing Address’
(8) Verify ‘Citizenship’
(9) Verify the ‘Designation of Person’ field
(10) (a) If current on the required IAA Cyber Awareness training, place a 

checkmark beside the ‘I have completed annual DoD IAA Cyber 
Awareness Training’ statement.

(10) (b) Verify or Enter IA Training Date – This date MUST match you 
current training certificate.

NexGenIT Role Request Process



 Step 4: In the Accessibility, Applications, and Roles section:

(1) Select ‘Installation/Base’ in the ‘Organization Level’ drop-down

(2) Select SI Eustis under the ‘Installation/Base’ drop-down.

(3) Select SI Eustis under the ‘Additional Installations’ drop-down.

NexGenIT Role Request Process
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• Step 5: To select a NexGenIT Role to request, place a checkmark in the box beside the 
Facility Manager Role from the list that appears on the right-hand side of the screen.

NexGenIT Role Request Process



•  Step 6: The Facility Manager Role requires the following additional document with the request.

(1) Facility Manager Appointment Letter

Select ‘Attach Document’ in the ‘Attach Supporting Documents’ section.

NexGenIT Role Request Process



Step 7: Under the File Upload Manager pop-up:

(1) Select the appropriate document from the ‘Document Type’ drop-down

(2) Click ‘Choose File’ button and select the appropriate file from your computer

(3) Click ‘Upload.’

NexGenIT Role Request Process
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Step 8: The file you have uploaded will be displayed under the ‘Choose from an existing 
file’ section on the left-hand side of the ‘File Upload Manager’ pop-up. To load a 
document into the form, click on the paperclip beside the appropriate file. Click Done

NexGenIT Role Request Process

Note: After you 
click on the 
paperclip that 
document will 
show attached 
inside the SAAR 
request



Step 9: Once all required fields & documents have been completed, select the ‘Sign and 
Save’ button to save your NexGenIT Role Request.

NexGenIT Role Request Process



Step 10: Once the NexGenIT Role Request has been saved: 

(1) Select Daniel Wood, as Supervisor from the list of signatories on the ‘Create 
NexGenIT Role Request – Route to Supervisor’ page.

(2) Click ‘Submit To This Signatory’ button.

NexGenIT Role Request Process

Note: Check the status of the role from the CE NexGenIT Landing Page by clicking on ‘My SAAR Status’ 
under the SAAR button. Users will receive emails after each signatory approves the system role request. If 
at any point a signatory disapproves the role request, the signatory must provide justification for the 
disapproval to the user.
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