		
[bookmark: _GoBack]Requesting a New STARS User ID:

1. Log onto the STARS Web Accounting Portal (SWAP) at the following link:
https://mzd-2.mech.disa.mil/
2. Click ‘Accept’
3. On the left hand menu, click ‘Submit an Access Request’

[image: STARS DOP 1]

4. Click ‘Submit Request’ next to STARS STandard Accounting & Reporting System / One Pay

[image: ]

5. Select ‘I do not own a User ID for STARS (Standard Accounting and Reporting System). Please assign one to me.’ 

[image: STARS DOP 2]

6. Click ‘Continue’
7. Fill in the requested information 
8. Click ‘Continue’ 
9. Select the necessary access: 

** If you click on one of the applications listed below and DO NOT need access to it, click ‘Cancel’ and you will be directed back to the screen shown below ** 
[image: STARS DOP 6]

	


For Access to ONE PAY Inquiry:


[image: STARS DOP 9]

If One Pay Inquiry is required:
· Select from the drop down
· No Access
· Access
· Click ‘Save’

** If you select Access you will be granted One Pay Inquiry (view only) access to ALL regions

 
10. Once all the required access has been selected, click ‘Submit Request’

[image: STARS DOP 6]

After the request is submitted, you will receive an email with a link to confirm your email address.  Select the link in the email and you will be taken directly to the form for processing. 


 








Requesting a Modification to an existing STARS User id:

1. Log onto the STARS Web Accounting Portal (SWAP) at the following link:
https://mzd-2.mech.disa.mil/
2. Click ‘Accept’
3. On the left hand menu, click ‘Submit an Access Request’

[image: STARS DOP 1]

4. Click ‘Submit Request’ next to STARS Standard Accounting & Reporting System / One Pay
[image: STARS DOP 17]
5. Select ‘I already own a userID for STARS (Standard Accounting and Reporting System). Please modify my authority.’ 
6. Enter existing userID: 

[image: STARS DOP 2]

7. Click ‘Continue’
8. Verify that your information is correct 
9. Click ‘Continue’ 
10. Select the necessary access.  Only select the additional access required.  Do not select access you already have: 

[image: STARS DOP 6]

For Access to ONE PAY Inquiry:


[image: STARS DOP 9]

If One Pay Inquiry is required:
· Select from the drop down
· No Access
· Access
· Click ‘Save’

** If you select Access you will be granted One Pay Inquiry (view only) access to ALL regions

 
11. Once all the required access has been selected, click ‘Submit Request’

[image: STARS DOP 6]






For more information or if you have problems getting One Pay Inquiry Access, please contact CCL-CARS-CSG@DFAS.MIL
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‘Welcome to the STARS Web Accounting Portal

Scheduled maintenance outage(s):
Sun., 2009 Sept. 20, 10:00 am - 14:00 pm EST. - DASD Upgrade
‘The GTS Feed has been suspended. There is no ETA for restoration.

Please select an option by clicking on a link at the left.
For best results with this application, and most others, consider configuring your display to one of the higher resolutions. To do so, you
can: Right click on your deskiop background, select "Properties,” and the click the "Seftings" tab. If the slider under *Screen Resolufion”

s It of center, move it one or two positions to the right.

Security, Privacy and Accessibility Notice




