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Using the AtHoc Self-Service Function

1. Purpose: The purpose of this document is to provide instructions for CONUS end-users on how to register
and utilize the AtHoc Self-Service function, which is part of the Marine Corps Mass Notification System.

2. General Information:

o

3. Steps:

Marine Corps personnel whose workstation resides on the NMCI network can update information
regarding organization, contact devices, and work and home locations. Update information by
accessing the systems Self-Service function available from the AtHoc Desktop Notifier (Client).
The Desktop Notifier appears as a Purple Globe in the workstation system tray.

Marine Corps personnel whose workstation resides on the MCW or MRAM networks can access
the Self-Service function from a URL (provided below).

Other DoD personnel who are members of Tenant organizations on a Marine Corps installation,
but are not on the NMCI, MCW or MRAM networks do not have access to Self-Service. Their
account information must be provided manually — as either comma-separated value (.csv) file
import or system operator input.

a. NMCI, MCW and MRAM users can open Self-Service by using the URL associated with your
Installation from the following list.

MCBH KBay- https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060374
Camp Smith - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060376
HQMC/MCICOM - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060336
Lejeune/New River - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060346
Cherry Point - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060354
Norfolk Area - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060356
Parris Island - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060338
Beaufort - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060352

Blount Island - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060358
Albany - https://alertsl.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060350

Pendleton - https://alertsl.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060364
Miramar - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060368

MCRD San Diego - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060340
29 Palms - https://alertsl.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060342

Yuma - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060370

Bridgeport - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060344
Barstow - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060372

Quantico - https://alertsl.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060360

8" and | - https://alerts1.mcdsus.mcds.usmc.mil/SelfService/Entry.aspx?pid=2060362

b. NMCI users only: Can access Self-Service by right-clicking on the purple globe icon in the system
tray on your NMCI workstation and selecting “Access Self-Service” (see Figures 1 & 2).
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c. When prompted, select your CAC Certificate and enter your CAC PIN.

Regardless of the method used to access the Self-Service site, once logged on, the “My Info” Tab
appears. (Figure 3)
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User Information

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-
authorized use only. By using this IS (which includes any device attached to this 1S), you consent to
the following conditions: The USG routinely intercepts and monitors communications on this IS for
purposes including, but not limited to, penetration testing, COMSEC monitoring, network operations
and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (CI)
investigations. At any time, the USG may inspect and seize data stored on this IS. Communications
using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and

“J, search, and may be disclosed or used for any USG-authorized purpose. This IS includes security

measures (e.g., authentication and access controls) to protect USG interests?not for your personal
benefit or privacy. Notwithstanding the above, using this IS does not constitute consent to PM, LE, or

CI investigative searching or monitoring of the content of privileged communications, or work product,

related to personal representation or services by attorneys, psychotherapists, or clergy, and their
Such c ions and work product are private and c ial. See User Ac

Hello, Dave Kelley| Sian out | Help

\_/ My Info
== MCRD Parris Islan

for details.

Basic Information

Username *: ATHOC\dkelley

First Name: Dave

Last Name: Kelley

Display Name: Dave Kelley

Foreign Languages: Japanese
Korean
Spanish

Tagalog
ect all the Fo

Organization Information

Copyright © 2012 AtHoc, Inc.

’

MCRD PARRIS ISLAND *:  MCRD PARRIS ISLAND/CHIEF OF STAFF/G-3/TRAINING/

[ Save | Rese

powered By~ AtHoc

Figure 3

d. Update the key attributes that apply to you.

1) Select any of the listed foreign languages if you have an advanced skill in the

language.(Figure 3)

2) Important: select your organization by clicking on the hyperlink in the Organization

Information section (Figure 4).

3) In some cases, the organizational hierarchy may not go all the way down to the level at

5).
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Hello, Dave Kelley| Sian out | Help

MCRD Parris Island

Inbox My Info Devices Locations

User Information
You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-
authorized use only. By using this IS (which includes any device attached to this IS), you consent to
the i itions: The USG i intercepts and monitors communications on this IS for
purposes including, but not limited to, penetration testing, COMSEC monitoring, network operations
and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (CI)

>3 investigations. At any time, the USG may inspect and seize data stored on this IS. Communications

b f using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and

L y search, and may be disclosed or used for any USG-authorized purpose. This IS includes security
measures (e.g., authentication and access controls) to protect USG interests?not for your personal
benefit or privacy. Notwithstanding the above, using this IS does not constitute consent to PM, LE, or
CI investigative searching or monitoring of the content of privileged communications, or work product,
related to personal representation or services by attorneys, psychotherapists, or clergy, and their

i Such icati and work product are private and c ial. See User

for details.

Fields marked with * are mandatory

Basic Information [

Username *: ATHOC\dkelley
| First Name: Dave 1. Select language skills
Last Name: Kelley 2. Save! ‘
Display Name: Dave Kelley 3. Open Organization
F— Information Link
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Spanish |
Tagalog |

fi speak from the list provided.

Select all the Foreign Languages
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-
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Figure 4
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e. Once you have updated the data on the “My Info” tab and clicked “Save”, click on the “My Devices”

tab (Figure 6). Input your contact information email, phone, and SMS text and then “Save”. Enter

commercial phone numbers only, no DSN numbers!

MCRD Parris Island

Inbox My Info Devices Locations

f ’ Self Service Device\

Telephony Devices

Phone - Work: 650 350-8991
Phone - Home:
Phone - Mobile: 650 350-8991

Phone - Dependent:

Data Devices

Email - Work: dkelley@athoc.com
Email - Personal:
Text Messaging: 650 350-8991

Email Personal 2:

Hello, Dave Kelley| San out | Help

1. Click on “Devices” Tab

Copyright © 2012 AtHoc, Inc.

2. Enter phone, email, and
SMS Text information

3. Save!

[Save ] Reset

powered By AtHoc

Figure 6

f.  When you’ve completed entering Device information, click on the “Locations” Tab to enter and work

address information. (Figure 7)

MCRD Parris Island

Inbox My Info Devices Locations
s =
G Locations
- Below are your locations.

« Last Known Location

Ne details provided

+« Home Address

22 Capwing Dr, Beaufort, SC 29902 %

“try o,

Source: Self Service

Lowc,

1. Click on the “Locations”
Tab which allows you to
enter Home and Work
Address Information

Bird < 170

Figure 7
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Click on the “Edit” button for either your Home or Work Address. (Figure 8)
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Figure 8
2) Address information can be added in two ways (Figure 9)

(a) By typing in the actual address in the space provided; or
(b) By using the cursor on the Map and moving it to the exact location
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Figure 9

3) Click the “Save!” button to save your changes. (Figure 10).
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MCRD Parris Island
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Congratulations! You have completed the steps required to enter all pertinent information and receive alerts
on the devices you provided. Please update your information as it changes using these same procedures.
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