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********************NOTE*******************

You may or may not encounter this 

page is so click the link above.
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Upon clicking this link you may or may not 

encounter the following dialog boxes, if you do 

please follow these directions. 

1. Click on the down arrow

2. Select your certificate

3. Enter your CAC PIN

4. CLICK OK
5. CLICK ALLOW on 

this security pop up.

STEP 1

STEP 2

STEP 3

STEP 4
STEP 5
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CLICK OK HERE

*************************NOTE************************

This is your AUP (ACCEPTABLE USE 

POLICY) commonly referred to as your user 

agreement. Please read and make sure you 

understand what you are signing and be 

familiar with its contents. There are five (5) 

pages of the AUP. The fifth page of course 

must be completed by you the user and 

DIGITALLY signed by you and your 

immediate supervisor and up loaded via 

UQWEB.
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CLICK “SAVE AS”

*******NOTE*******

You will need to save your 

AUP (User Agreement) to 

your DESKTOP in order to 

fill out and digitally sign 

then email to your 

supervisor.



ALABAMA  NATIONAL GUARD

DEPUTY CHIEF OF STAFF  INFORMATION  MANAGEMENT

1. CLICK “DESKTOP”

**************NOTE**************

You will need to save your 

AUP (User Agreement) to 

your DESKTOP in order to fill 

out and digitally sign, then 

email to your supervisor.

2. Name your AUP, utilizing 

your AKO username. Example: 

michael.e.morgan2.AUP.xfdl

3. CLICK “SAVE”
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Now that you have successfully saved your AUP to your 

desktop, you must go to your desktop and find your 

document and double click to open, then fill out the fifth 

page and digital sign, email to your immediate 

supervisor and have him or her digital sign and return 

that signed copy back to you via email. Upon receipt of 

the email, RIGHT CLICK on that document and following 

the steps on the previous slide resave and replace 

existing document on your desktop with the digitally 

signed copy from your supervisor. Then you must go to 

the UQWEB and upload to the helpdesk! Which will be 

explained in a separate set of instructions. 
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BLUE box indicates the immediate supervisors 

information and DIGITAL signature.

Also along the top you have your SAVE, SAVE 

AS, PRINT and PREVIOUS and NEXT buttons.

NEXT>>

The fifth page of course must be completed by 

you the user and signed by you and your 

immediate supervisor and up loaded via 

UQWEB. This is the fifth page of your AUP, and 

the requestor must fill out all fields. 

The RED box indicates the REQUESTORS 

INFORMATION and DIGITAL signature.

Should you have any problems, 

questions or require further assistance, 

please feel free to call the DCSIM 

Helpdesk.  (334)-270-2947


