User Representatives, PLEASE use the Interactive Key Ordering Tool ! 
Microsoft (MS) Word Version Order Forms no Longer Accepted 

2 April 2012
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(U//FOUO) The required method for placing key orders with the EKMS Central Facility is the Interactive Key Ordering Tool, which is available on the www.iad.gov/keysupport website. This tool provides validations that the MS Word version forms do not offer, and the validation has proven to greatly reduce the error rate for those User Representatives using it.  Key orders that are submitted with errors are rejected and re-submission is required.  This delays the key ordering and key delivery process.

(U//FOUO) As of 2 April 2012, the majority of the MS Word version forms will no longer be available on the website. User Representatives (URs) will be required to use the Interactive Key Ordering Tool to order Asymmetric (Modern FIREFLY) key.   For those of you that have a requirement to order key for the SMEPED or TALON, the tool was recently upgraded to support key ordering for these products.  Important points to remember about the tool:

1) URs who have a website account, and are logged into the site using their unclassified DOD PKI certificate, can submit a key order electronically from the tool saving valuable time.

2) URs who do NOT have a website account can still use the interactive key ordering tool.  They can print out the key order, sign it and fax it to the EKMS CF for processing.  As an alternative, the signed form can be scanned back into the system and submitted through the CONTACT US – Key Order option.
3) The tool offers a copy function via the “Create/Edit Similar Previous Key Order Request” option that can be used when orders are consecutively placed within the same session.  URs who submit similar key orders to various destination accounts may find this option very useful.  

(U//FOUO)  As of 2 April, incoming key orders that are not generated via the Interactive Key Ordering Tool will be questioned and may be rejected.  Allowances will be made for URs who have valid reasons for not using the tool, such as:  not having access to the unclassified internet, inaccessibility of the website (rare occasions when the website is down), the tool does not support the type of key required, or a situation due to an operational emergency.

(U//FOUO) We thank you for your patience and assistance in this matter as we make this transition together!  Please direct any questions or concerns you may have via the CONTACT US option on the www.iad.gov/keysupport  website. 
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