eAccess
Regeana Arrowood, Atalissa IA 52720 7/7/2010

Used to request access to new computer programs or view your user profile.

To enter eAccess:

On Blue page or Hawkeye pg, in address bar, type “eaccess” > GO. OR on Ace II computer: > ( (green folder) 
> eAccess  > Enter Application 
Type your Ace Logon ID & password (computer log on) > Log On
______________________________________________________________________________________________
To view your profile: > My Profile
To update Your eAccess Profile: After entering eAccess. > My Profile. > Edit Profile
Change your information or update manager. > Submit
To view your access: > MGR > View eAccess User Profile(s). Type your User ID#. > Search > (your name) 

> Back (bottom) > Home
To view another employee’s access: > MGR > View eAccess User Profile(s). Type first & last name.
> Search – Scroll down.  Name should appear in blue on left side. > (employee name). User Profile pg. appears.  
Scroll thru info. When finished, > Back (bottom) > Home (upper left)
______________________________________________________________________________________________
>     
Request Access: After log on, > Request Access  to get approval for new programs. 

Enter the application name:                            Type program name. > Search.  
When list comes up on screen, dbl. click program you want. 
On next page, fill in information with * 
Date needed – click blue grid to right.  Click date on calendar.
Fill in all information requested.
To update approving manager: On Home pg:  My eAccess Manager: _________ _________. 

If not correct:  > Update Manager. Type last & first name. > Search.  > (approving manager name) > Submit
To request access for another employee: > Request Access 
On right, > Click here to request access for another person > Search 
Enter UID (User ID) or Last Name, First Name. > Search > (employee name) 
Enter the application name:                            Type program name. > Search  
Search Results: > (application name)
Fill in required fields *. > Next. If approving manager is correct.  >Submit Request.
To change display name or actual location: (if you have moved offices or on detail). After entering eAccess: 
> Request Access. Enter the application name:                                  Type: ACE Display Name > Search. 
> Ace Display Name Fill in required fields *. > Next. 
If approving manager is correct.  > Submit Request.
To exit eAccess: > Log off
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