
Scheduling Appointments with the  

USAccess TimeTrade Scheduling Tool 



Enter the following URL into your browser: 

 

https://app3.timetrade.com/tc/login.do?url=usaccess 
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https://app3.timetrade.com/tc/login.do?url=usaccess


Select “Click! to Schedule” 
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Enter your duty station  

The closest enrollment stations should 

appear in the results   
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Select the desired/nearest location, then select “Continue” 
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Click on the action for which you need to register, then scroll down. 
Enrollment: Please bring two forms of ID. During this appointment your fingerprints and 

photo will be taken, and your  I-9 documents will be scanned.  

Card Pick Up: Also known as Card Activation. During this appointment you will pick up and 

activate your LincPass. If you already have your LincPass but it is not Activated, please 

select this option to activate your card. 

Card Update: This appointment is to update an already activated card with new information, 

such as email address, record information, card certificates (used for logical access). 
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Click “Continue” 
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Select the drop down for any of the “Available” dates.  
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Select the desired 

appointment time 
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Click “Continue” 
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Enter the contact information. 

All fields with an asterisk (*) are  

required. 

Scroll down and select “Continue” 
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Review for accuracy, then click “Schedule it” 

John Smith 

John.Smith@dm.usda.gov 

703-333-9121 
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You will receive a message and confirmation 

number confirming the appointment 

John Smith 

John.Smith@dm.usda.gov 
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