The Common Access Card – Appointment Scheduler
User instructions for making, checking, and scheduling appointments.

How to Access the Site
The Common Access Card – Appointment Scheduler (CAC-ES), 

http://www.eustis.army.mil is accessed over the Internet via a web browser. Typically, each issuance location has its own web page with a unique URL. Each site is responsible for publishing and/or transmitting that URL to personnel who are expected to obtain their card at that location.
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Scheduler Home Page
After connecting to the                                                                                                                                            
CAC-ES web site, Users

Will see the following web
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Building: [PSD ™ Dates: 15-apr-2002 thru 19-sep-2002 |
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(Example date formats: 6/15/01 or 15jun-2001 or 6-15-01)

(To restrict the search to one day, enter the same date for FROM and TO)

Search | | Building Info Home Page




page. There are three functions
that can be assessed from this
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• Make an Appointment

• Look up Appointment
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For questions, or

[image: image10.emf]assistance, there is also a
[image: image11.emf]telephone number and/or                                     
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local point of contact.

To Make an Appointment
Clicking the Make Appointment

Button will bring up this page. The 

[image: image13.emf]first step in making an appointment                        
[image: image14.emf]is searching for an available

appointment time.

Select a convenient

[image: image15.emf]Location from this    
List.

Enter a date range here, 

Or use the pre-filled

values. Then click the

Search button. 

It’s recommended that

searches be limited to 

one week at a time.




Select a Time
    The next page displayed                                
    will be a list of available

    appointment times. The 

    example here shows the

    result of a successful

    search. If a search fails

    to find available 

    appointments within the

    dates specified, a list of 

    the next twenty available

    appointment times will 

    be displayed.

    Pick a convenient time

    by clicking on its link

    (the blue text).

    If another search is

    Desired, scroll to the                                      
    bottom of the web page

    and click on the 

    Another Search button   

Appointment Information

        When a time has been

         selected a sign-up page will

         be displayed. Please fill in all                      
         the data fields. Be careful to 

         enter the correct email 

         address as the system uses

         email to send cancellation

         notices.

         ٭  Any four numbers will do

          as long as they are

          remembered or written down.

          They are required for

          canceling appointments.


          Click Sign-Up when done.

Appointment Confirmation

            This page is confirmation of a

            successful appointment booking.

            It contains information on the date,                 
            time, and location of appointments,

            as well as directions for finding the

            location. 

            An email with this information will 

            be transmitted to the email address as

            provided on the previous page.


Appointment Instructions
            Scroll down the confirmation

            page to see generic

            instructions, including what to

            bring to the appointment. For 

            more comprehensive instructions                                
            on what to bring, check with the 

            local issuance authorities.

            There is a link on this page to

            an Adobe Acrobat version of the 

            DD1172-2 form. This form can be

            Filled out on the computer and then

            printed. 


Look up the Appointment

          Click the Look Up                                      
          Appointment button to

          Review appointment data.


Appointment Search Criteria

          When the search page comes

           up, enter the last name and 

           last four numbers of the 

           appointee’s social security                         
           number, or four-digit number

           used during Appointment

           Sign-Up, then click

           Continue.
Appointment Search Results

          A successful search will

          return the date, time, and 

          location of the appointment.                     
         As well as the contact 

         information for the person

         who holds the appointment.

Canceling an Appointment

              The first step to 

              canceling an

              appointment is to click

              the Cancel Appointment               
              button. 


Cancellation Search Criteria

        Enter the last name and last

        four digits of the Social 

        Security Number, or four

        digit number used during

        Appointment Sign-Up, of                                  
        the person whose appointment

        is to be canceled. When ready,

        click the Continue button.
Cancellation Data

   If the search was                                   
   Successful, a page will be

   displayed that has data on 

   the appointment.

   Additional information

   must be submitted before

   the cancellation can take

   place.


The Reason for Canceling
          As part the issuance 
          process, data is being

          collected on the reasons for

          cancellations. Please pick

          the most appropriate reason            
          for the cancellation from the

          drop down list.

Cancellation Comments
       If desired, a comment on the

       Cancellation may be                                         
       submitted.

       When ready, click the

        Cancel This Appointment
         Button.


Successful Cancellations 

          If the cancellation was

          successful, this page will

          be displayed. It contains

          information on the 

          appointment that was

          canceled.                                                   
          A cancellation notice will

          be sent to the email address 

          that was recorded when the

          appointment was originally

          made. An active URL is

          provided to make a new

          appointment.

This summarizes how to use the Common Access Card – Appointment Scheduler. For assistance or additional information, please use the telephone number displayed on your site’s Scheduler Home page.

Disclaimer:

Due to the high volume of customers.  If you are late for your appointment, you will be required to sign in and wait
Site: Ft Eustis, VA





Questions about this scheduling website? Please contact the Scheduling Help Desk at (805) 452-4405 (DSN 922-4405) or � HYPERLINK "mailto:PNSC_ISSupport@.mil" ��PNSC_ISSupport@.mil� with subject line “CAC Web  Scheduler”
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