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START BY GOING TO THE DODD HOME PAGE  

From Site Links choose Forms 

 

 

 

That will take you to the forms page : 

 

Choose On-line Security Access. 

 

That will start the form wizard – the form wizard will ask for specific information and then create a form 

that must be printed and signed by the applicant and an agency authority; then returned by fax or e-

mail to DODD Security……. 
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Account Type to choose  is MEDICATION ADMINISTRATION NURSE OR SECRETARY 

 

 

Complete all sections including check box – then click Next to move to the address page. 

Enter address and agency name and Director then again hit Next to go to the System 

Selection page 
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The System to choose is MA SECRETARY /PRODUCTION ENVIRONMENT– THEN CLICK ADD TO 

FILL OUT THE REST OF THAT PAGE 
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AFTER CLICKING THE ADD BUTTON THE SYSTEM WILL POPULATE THE FORM – THEN CLICK 

NEXT 

 

 CONFIRM THE DATA ENTERED IS CORRECT – CHOOSE PREVIOUS TO RETURN AND 

CHANGE ANY INCORRECT INORMATION. 

 

 CHOOSE NEXT TO GET TO SECURITY TESTAMENT – CHECK THAT YOU AGREE TO THE 

TERMS; YOU ARE LEGALLY RESPONSIBLE TO ADHERE TO THESE TERMS INCLUDING 

NOT SHARING USER NAME AND PASSWORD WITH ANYONE – EVER. 

 

 

 THEN CHOOSE “FINISH” 



MAIS – STEPS FOR SECRETARIAL SECURITY AFFIDAVIT 
 

5 
 

 



MAIS – STEPS FOR SECRETARIAL SECURITY AFFIDAVIT 
 

6 
 

 

CHOOSE PRINT TO VIEW AND PRINT THE COMPLETE FORM – IT WILL THEN NEED TO HAVE 

HAND WRITTEN CHANGES MADE BEFORE IT IS  SIGNED BY THE SECRETARIAL 

REQUESTER AND AN AGENCY AUTHORITY 

 

 

MARK OUT – SYSTEM (MA Secretary) and Hand Write in 

“MAIS – SECRETARY” 

 

See Sample Form Below 
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SECRETARIAL REQUESTER SIGNS; WRITE IN DIRECTOR NAME AND HAVE SIGNED –THEN E-

MAIL OR FAX TO DODD PER INSTRUCTIONS ONT THE FORM. 
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 After the form has been received and processed by security the Secretary’s 

name will appear in the MAIS Secretarial Mapping section. 

 At least one RN Trainer must go into the MAIS System and affiliate the 

secretary with an RN Trainer.  The secretary will then have access to all 

MAIS Secretarial functions. MAIS access will remain available only as long 

as the secretary has current security authorization (or until the RN un-maps 

the affiliation). 

 An RN Trainer may unaffiliated a secretary that has been affiliated with the 

RN Trainer.  As long as a secretary is affiliated with an RN Trainer the 

Secretarial access will continue.   

 If only one RN is affiliated and that RN breaks the mapping with the 

secretary, another RN will have to affiliate the secretary for access to be 

available. 

 Secretarial security will need to be updated annually as per the DODD 

Security access process. 

 


