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The GSA Online Scheduling System should be used to make appointments to visit a USAccess 
Enrollment Center. This guide provides instructions on how to use the system to make an appointment 
to enroll for your card or to pick up/activate your card. It also explains what to do if you’ve forgotten 
your username or password for the GSA Online Scheduling System.  

1. Visit GSA Online Scheduling System Web Site 

Web URL is included in the USAccess e-mail prompting you to make an appointment. 

2. Log In To GSA Online Scheduling 
System 

First Time Users 
a. Create your account by clicking First Time 

Users Click Here to Register. 
b. Fill in all fields with an *, and create a 

Username and Password. The e-mail 
address entered here is used to send you 
confirmations of your appointments, so be 
sure to list an e-mail account that you 
check frequently. 

Keep your Username and Password in a 
safe place as you will need to access the 
scheduling system again to pick up your card. 

 
 

 
Returning Users 

Log in to system using Username and 
Password you created on first visit. 
 
 

 

 
 

 
 

 
3. Choose Location/Credentialing Center 

To Visit 

a. Select Location Group where you want 
to visit. Centers are grouped by State. 

b. Under Location, select specific center 
you wish to visit. (Example: Open-7th 
Street SW, Washington, DC.) 

c. Click Next on bottom right corner of 
screen. 

NOTE: Select a center that is available for 
your use. Centers marked “Open” are open to 
all USAccess Applicants. Centers marked 
“Only” limit use to only employees and 
contractors of that Agency.  
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4. Select Type Of Appointment 

a. In the Activity drop down box, select 
type of activity: 

− Enrollment—To enroll/submit 
fingerprints 

− Card Pick Up—To pick up card or 
activate a card 

b. In the Workstation drop down box, 
select a workstation to make an 
appointment. Centers often have more 
than one station that can handle 
appointments. If one workstation is 
booked, select another one and search for 
available times. 

 
 
 

 
 

 

5. Select Day & Time For Appointment 

a. From the calendar, select a day and time 
that suits your schedule. Grayed areas 
indicate times where the center 
workstation is unavailable. White areas 
indicated free times. 

b. Click on “Find First” or “Find Next” to 
search previous week or future weeks for 
free times. 

c. Once you have selected a day and time, 
click on the white area on the calendar to 
reserve that day and time. 

d. You are prompted to identify your 
Sponsoring Agency. Select your Agency 
from the pull down menu, and click Next 
in bottom right corner of screen. 

 
 

 
 

 

6. Save Confirmation Appointment E-mail 

a. You will receive a confirmation e-mail that 
is sent to the e-mail address you listed 
when creating your account.  

b. Please save this e-mail as it contains the 
details of your appointment. 

 

 
 

7. To Cancel Appointment 

a. Log in to GSA Online Scheduling System. 
b. Click on My Appointments tab. 
c. Select Cancel to delete appointment. 
d. Click OK to confirm you wish to cancel 

the appointment. 
e. You will receive an e-mail confirming that 
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your appointment has been canceled. The 
e-mail is sent to the e-mail address you 
listed when creating your account.  

 
 

 
 

8. To Modify Appointment 

a. Log in to GSA Online Scheduling System. 
b. Click on My Appointments tab. 
c. Select Modify to make changes to 

appointment. 
d. The calendar screen displays. Follow 

Steps 5 and 6 to make and confirm your 
appointment. A new confirmation e-mail 
will be sent to the e-mail address you 
listed when creating your account. 

 

 
 

 
 

9. Forgot Your Username or Password? 

a. If you have forgotten your Username or Password, please create a new account in the 
GSA Online Scheduling System. 

b. To create a new account, see Step 2: First Time Users within this document and follow the 
steps for account creation. 

 


