Steps to request a cap.gov account

1. Sign-in to eServices (https://www.capnhg.gov)

2. Go to the Contacts section of “My Account.”
a. Ifyou are using the older eServices home page, click on the “My Account” link in the top right and then
click the “Contacts” link in the left menu.
b. If you are using the new eServices home page, click your name in the top right and then select
“Contacts” from the context menu.
¢. You can go directly to the Contacts section by clicking the following URL.

https://www.capnhq.gov/CAP.eServices.Web/MyAccount/Contactlnfo.aspx

3. Wing personnel** listed in CAPR 20-1 are eligible for a cap.gov account; members that are eligible will see a new
section under your Current Contacts. To request a cap.gov account, click the “Request cap.gov account for this

position” link.

I eServices > My Account > Contacts
Current Contacts

ype Priority Contact Contact Name Do Not Contact

CAP.GOV Account/s

I Duty Position Account

Commander n/a Not Requested Request cap.gov account for this position

Add new contact

*Type *Priority *Contact Contact Name
--Select- 'l I --Select-- Y

Save New Contact

4. Other wing staff who are not listed below can request a cap.gov email account by emailing

capadmin@capnhg.gov. All email requests must include a (CC) Carbon Copy to the Wing Commander before the

request will be considered. Under no circumstance will a request be granted without giving the Wing Commander

an opportunity to disapprove the request.


https://www.capnhq.gov/
https://www.capnhq.gov/CAP.eServices.Web/MyAccount/ContactInfo.aspx
mailto:capadmin@capnhq.gov

5. After the request has been made, the status will change to Pending.

| )
Current Contacts

ype Priority Contact Contact Name Do Not Contact

CAP.GOV Account/s

I Duty Position Account

Commander @cap.gov PENDING

Add new contact

*Type *Priority *Contact Contact Name
--Select-- 'I | --Select-- v | | |

6. When the account has been created, you will be notified with the information needed to activate your cap.gov
account. The status for your cap.gov will then show “Approved.” Email accounts will be setup using your name
(First_initial/Last_name). The account setups only apply to the cap.gov domain. Local (Region/Wing) email

accounts will have to be created by Region or Wing Personnel.

Examples: jdoe@cap.gov

Current Contacts

ype Priority Contact Contact Name Do Not Contact

CAP.GOV Account/s

| Duty Position Account

Commander @cap.gov APPROVED

Add new contact

*Type *Priority *Contact Contact Name
—-Select- v --Select- v | |

Save New Contact



mailto:jdoe@cap.gov

** Eligible Wing personnel listed in CAPR 20-1: Wing Commander, Vice Commander, Chief of Staff, Inspector General,
Director of Safety, Government Relations Advisor, Legal Officer, Director of Operations, Director of Communications,
Director of Aerospace Education, Director of Professional Development, Director of Cadet Programs, Director of
Logistics, Administration Officer, Personnel Officer, Director, Recruiting & Retention Officer, Plans & Programs Officer,
Public Affairs Officer, Finance Officer, Information Technology Officer, Wing Chaplain, Wing Historian, Health Services

Officer.



