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1. From the Welcome, <username> menu, select the Edit/view profile menu item. 

2. Once the Edit profile screen launches, the data available to be viewed/edited is provided on panels 

as follows: 

a. View/edit User information (Job title, primary and alternate E-Mail(s), Office number, 

Primary affiliation, Company) 

b. View Linked information 

c. View/Request Application access and role status (includes Show history and Show 

Request application access and roles) 

d. View Rules of behavior (ROB type, application (for application-specific ROBs), last 

acceptance, and expiration date)  

e. If edits are made, use the Save button to commit the edits. 
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Screen Captures cont.  
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Screen Captures cont.  



 

 

1. There are three ways to launch the Request application access and roles: 

a. As described in the section above, from the Welcome, <username> menu, select the 

Edit/view profile menu item, scroll to the Application access and role status panel and 

select the Show Request application access and roles button.  

OR 

b. From the Welcome, <username> menu, select the Request app access and roles menu 

item. 

OR 

c. Select the tile of the application you would like to access to. Note: you will not be able 

to request access to any other application, only access to the application for the tile 

you selected. 

2. Once the Request application access and roles panel launches, complete the following information: 

a. Select the application from the Application access dropdown 

b. Select the instance(s) from the Instance(s) checklist 

c. If the application’s roles are available to be requested, the Request application roles 

checklist will display. Use the checkboxes to select the appropriate roles. Note that not 

all applications make their roles available to be requested as part of this process. 

d. There are two options for providing Verification contact information: 

i. Select the Use existing contact checkbox to be presented with a dropdown list 

of previously used contacts and select one.  

OR 

ii. Enter the contact information for the person who can validate that you should 

have access to the selected application and instance(s). 

e. If you need access to another application, use the + button to be presented with 

another instance of the Application access, instance and contact fields. Complete them 

as described in steps a-d. Reminder: this is only available if you selected the Edit/view 

Profile or Request application access and roles menu item. 

f. Once done requesting all applicable applications, scroll down and click the Save button 

to create the requests. 
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Screen Captures cont.  


