NASATOMSLibrary Account Process
For US Citizens
1.  If Applicant does not have a NASA Identity, Applicant should contact Contracting Officer (CO) to request access to the NASATOMSLibrary.
2. Applicant must provide Legal Name (First name, middle initial and lastname), phone number, and valid email address.
3. If no NASA Identity, CO logs into IdMAX to start process for applicant access.

Steps 4 through 12 are directions for the CO to process access for non-NASA identity applicants.

13. The Applicant will be contacted by NASA via email.  Click on link in email and follow instructions.
14. The Applicant must login to IdMAX to complete the Remote User request.
15. The Sponsor logs into IdMAX and approves the Remote User request.
16. Background check is run on Applicant.

17. If background check is okay, IT Remote User request is approved and the account is set to active.

18. Applicant should login to IDMax at  https://idmax.nasa.gov and click on Request or Modify Application Account under Account Management.
19. Applicant should enter in NASATOMSLIBRARY for the application name and click Search.

20. Applicant should click on Sponsor Tab and select Patrick Crouse as Sponsor.

21. Click Continue at the bottom of the page.

22. Choose a contract number from the list on the left and move it to the right using the arrows provided.

23. Click submit at the bottom of the page.

24. Verify that all information is correct on this next page and click submit once again.  You will be notified via email as your request progresses through the system.

25. Applicant will be contacted by the help desk via email with account credentials for the NASATOMS Library once the request has been fully processed.
26. Contracting Officer, COTR or Contract Specialist logs into NASATOMS at https://NASATOMS.gsfc.nasa.gov and clicks on the Reports button.

27. Contracting Officer chooses the appropriate Contract and clicks Process.

28. Contracting Officer scrolls down to the bottom of the screen and enters in the last name of the Applicant in the Library User Utility and clicks Get Names.

29. If there is no Library User section at the bottom of the page, please send an email to code700support@listserv.gsfc.nasa.gov specifying who needs a NASATOMSLibrary account and for which contract.

30. Contracting Officer clicks Add next to the Applicant’s name.
31. Applicant now has access to the MOMS Statement of Work Library.

32. Contracting Officer should repeat this process in NASATOMS to delete this applicant after the End Date entered into IdMAX.
