Account Administrator Change Request

Go to the VCSS website  https://vcss.ocfo.gsa.gov/Default.aspx
Click on “Support Request” button.
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Select “Change Account Administrator” in the drop-down menu under “Topic,” and fill in the form. Provide a description for your request, enter the alphanumeric code for verification purposes and click “Submit.”
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Once you have successfully requested to change your account administrator, you will receive a “Thank-you note” on the website as well as an email. If you do not receive an administrator change notification within two business days, please forward the email to vcss.security@gsa.gov so that a status update can be provided.
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Thank you!

We have received your request. A email has been sent to your mailbox with the below information.

Dear User Guide.
Thank you. We have received your request to change administrator of account.

What are the next steps,

Requests for accounts already registered in VCSS will be sent to the Account administrator(s). If you do not receive a response

about your account in 2 business days, please follow up with the contact information listed below.

Requests for new accounts will be sent to GSA. If you do not receive response about your accounts in 2 business days, please
follow p with GSA: VCSS Security@gsa.gov.

Requests Details
You may print these details for your record.

Your Information

Name : User Guide
Email : disregard@gsagov
Phone : (111) 222-3344

Account Information

Name : COMMANDER
ALC : N/A Account Code : 175284

Description

Please disregard this request. Being used to develop user guide information only.
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Use this button if you ‘ve already registered for
access to use VCSS.

Tip: Be sure to never use the "back” button of your
‘browser while using VCSS.

Use this button if you are a new user to VCSS.
and need to:

« Register new accounts
« Gain access to existing accounts.

Use this button to create a request that you be
removed from an account, or from VCSS. You
can also change account administrator status.
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