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[bookmark: _Toc513013890]Description
This guide is to provide new and current users assistance with access to the SECNAV Private Portal.  It provides troubleshooting guidance for account issues and any changes that need to be made to the users’ account information. 

[bookmark: _Toc513013891]Access to SharePoint Private Portal
Access to the portal is restricted to valid DoD CAC holders (PKI). Any user with a valid DoD CAC can register for an account and access the information that has been provided for all users. Registration is a self-service process and approval of the account is automatic. Specific permissions and access to sites are defined by each tenant organization or community. It is possible to allow all users or to restrict access down to a very specific group of users depending on the requirements.
[bookmark: _Toc513013892]Registration
A CAC card is required for the registration process.  
1. [bookmark: _GoBack]Open a web browser and enter the URL:  https://login.secnav.navy.mil/register 
2. Choose a certificate – ALWAYS CHOOSE YOUR EMAIL CERTIFICATE
3. At the SECNAV Private Portal Registration page, you will be prompted to provide (* Mandatory fields):
a. First Name*
b. M.I.
c. Last Name*
d. Rank* (dropdown pick list)
e. Department * (dropdown pick list)
f. Organization * (dropdown pick list)
g. Other * (dropdown pick list)
h. Phone *
i. Email * (email used on your CAC card for PKI)
4. When you have completed the required fields, click the Update button
5. You may be prompted for entry of your PIN.  This is the PIN used with your CAC card
6. You will receive a message saying that your profile was successfully created.  The registration process is now complete and you are in.
[bookmark: _Toc513013893]Enable Account
Accounts on the SECNAV Private Portal will become disabled after 35 days of inactivity.  Users can re-enable their account by following the instructions below. Accounts that have been inactive for 160 days or more will have their permissions and MySite information removed.  Their account will not be permanently deleted and may be re-activated through enabling the account.  Their MySite information and permissions WILL NOT be restored.
1. Open up SECNAV Private SharePoint Portal
2. You will be prompted for the following, in this order:
a. Enter your PIN
b. Choose a certificate – ALWAYS CHOOSE YOUR EMAIL CERTIFICATE
c. Enter your PIN
d. Enter your PIN
3. You will be redirected to the following URL: https://login.secnav.navy.mil/enable/
4. Click the Enable button
[image: ]
5. You will receive a message saying that your update was successful  
[image: ]

[bookmark: _Toc513013894]Update or change email, phone number, or name
[bookmark: _Toc443032822]When Department of the Navy (DON) personnel create an account on the SECNAV Private SharePoint Portal, the email they have associated to their CAC at the time is used to populate the Email field on the Portal account. When DON personnel change positions, this can result in their user domin changing, which often results in their email address changing as well. To support a positive customer experience, the Portal contains a feature to allow customers to quickly and easily update their profile information, including their email address.
1. Open up SECNAV Private SharePoint Portal
2. In the top right hand corner, click on the pull down menu next to the users name.  Click Update Profile
[image: ]
3. You will be redirected to the following URL: https://login.secnav.navy.mil/register/
4. The form will have all of your account information prepopulated on it.  Make the needed changes and click the Update button at the bottom of the form.  If you are having email issues, please see Helpful Hint #5 at the end of this guide.
[image: ]
5. You will receive a message saying that your update was successful.  The server does a request update every two hours so your updates will not be immediate.   
[image: ]

[bookmark: _Toc513013895]Helpful Hints
1. When prompted to choose a certificate, always choose your Email Certificate

2. If you know you have an account but receive the error message in the screen shot below, you most likely chose your non-email certificate.  Close the browser window and access the portal using your EMAIL CERTIFICATE.  Do not register for another account.
[image: ]
3. If you are promted with the following, then you account is disabled: Pin, Email Cert, Pin, Pin.  Follow the instructions in Section 2.2 to enable your account.
4. For more information on the SECNAV Private Portal, visit https://portal.secnav.navy.mil/apps/Pages/Request-SPSP-Site.aspx 
5. If you go in to try and change your email address and the field doesn’t allow any changes, that is by design.  You can only change your email address if the Active Directory and CAC email are different. If your account has a different email than your CAC card, you should see the following screen when editing your profile:  
[image: ]
6. If you have tried any and all troubleshooting in Sections 2 and 3 and your issue has still not been resolved, have someone put in a ticket on your behalf with the ITD Helpdesk. This system can be found at https://portal.secnav.navy.mil/apps/Pages/Request-ITD-Service.aspx 
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Success!

Your account has been re-enabled and can be
used again immediately. However, it may take up
to one hour for your SharePoint profile to reflect
any changes to your information. SharePoint may
continue to display the oldinformation until
refresh occurs. If these changes are not reflected
i SharePoint after 24 hours, please contact your
Site Colection Administrator.

Click the “Coninue” button to proceed.

Click here to return to the portal





image4.PNG




image5.PNG
SECNAV Private Portal Registration
Tt o ot ey bt e ke Upi b

Fothamer (G

= .
e —
P —
e e —

i e ot by e e G

b in e Ut bl o e oy v e st e SR o G oy, e i .
il el

=





image6.PNG
Success!

Your account has been successfully updated!

It may take as long as one hour for your SharePoint profile to reflect your registration information, If this
information is not reflected in SharePaoint after 24 hours, please contact your Site Collection Administrator.

Click the Continue button to proceed.

Continue to portal
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Your account cannot be found.

Click the button bel
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To updateyour account verity theinformation below an cick he “Update” buton.
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Use only numbers and dashes for your phone number, for example: "123-123-1234"

CACEmail | christine.herald ctr@navy.mil

“This email address is provided by your PKI certificate (e.g. CAC).

Registered Emaii:

This email address is currently registered in your profie.
Click the "Update” button to replace this email address with the email address from your CAC.
I the email address from your CAC is incorrect, please contact your local DEERS/CAC office to correct the email address.

By clicking the "Update" button below, you acknowledge that you have read and understand the SECNAV Prvate SharePoint Portal Governance Policy, Acceptabie Use Policy, and the
Notice and Consent Poicy.

Update





