How to Request an “Instant Meeting” Account via NAMS

1. Launch ESD (https://esd.nasa.gov) and click on Order Services.
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3. Under Service Catalog, Select Collaboration Services.
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4. Select Instant Meeting Account (Meet-me phone number). in the Instant Meeting Account (Meet-me phone number) field.  Note: This will redirect you to NAMS (https://nams.nasa.gov) 
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5. Select IM Account Request. Note: This will redirect you to NAMS (https://nams.nasa.gov) 
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6. Once redirected to NAMS, Your NAMS Requests link should be highlighted.
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7. Type “Instant Meeting” into the New Request field. The link AGCY Collaboration Services_Instant Meeting Audio Conference will appear below. Click on that link.
	

	




	
	

	










	


8. A page detailing the request will appear [see next page]. Review the form at the top half of the screen to ensure that all requirements are being met. The status for all items should be OK. Scroll down to review all items.
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9. Review and complete the rest of the form on the second half of the page:

1. Provide Business Justification details

1. Complete Request Type field:

1. Choose Add when creating a new teleconference number or adding an additional teleconference number to what you already manage.
1. Choose Delete when deleting a teleconference number you no longer manage.  Please note: The Moderator Passcode Deletes only field MUST be filled out in order to accurately process a deletion request.
[bookmark: _GoBack]  [image: ]

1. Select Employer: Note if you are a NASA employee (civil servant) or contractor.

1. Complete Instant Meeting Reservation Type
Domestic Only 
Global
Global Enhanced
[Go to https://cso.nasa.gov/content/instant-meeting for definitions for each of the Instant Meeting Reservation types.]

1. The VOTS Group Field is already pre-selected. This cannot be changed.



See next page for a sample form.
[image: ]Note the urgency of the request. The default is Normal.



Provide a Business Justification for the request.




Provide any Special Instructions. Otherwise, leave this blank.



Choose the Request Type: Add or Delete.


Choose whether you are a NASA Employee or Contractor.


Choose your Reservation Type. The default is Domestic. Go to https://cso.nasa.gov/content/instant-meeting for definitions of each type. 

Moderator Passcode: Provide the existing passcode for the Moderator ONLY if you are deleting an existing account.

VoTS Group Fields: There is only one choice for this. You cannot man changes.


10. Click Submit Modification button via Confirm Application Account Request page:
[image: ]

11. A banner will appear at the top of the page noting that your request is submitted. A box will appear below to show you the status of the approval of the request:
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