
How To Add Non-DOD

Staff to RMS 3.0

Government Mode
Government Mode



Note: Only a person with the RMS permissions

to add staff will be able to do the following.



Select “RMS Staff” from the main

screen.



Click “Add”.



Enter in a unique RMS ID.

Note: It is recommended to use a three

character to identify the employer and the

initials of the person being added.



Click “OK”.



At a minimum the First and Last Name and email of the person being added needs to be entered in.

Note: The email address being entered in has to be the same email that will be used to create the user

account.



Add “Contract Rights” for the appropriate

level that is needed for the person being

added.



When notification is received that the person

being added has created their account, click

“Enable Non CAC Login”.



Enter in the email address the account

created with. Click “Enable NON-CAC Access”.

This will link the staff recorded to the user

account.



Note: The user may have to log in twice.

First time will finish the link to RMS and

the second time will allow them in.




