HOW TO REQUEST A LOGIN TO UTRAC

The submission of a request for UTRAC login must be completed by a person in your
office or department who has rights to also request networks logins or other Hospital
supported applications, such as PowerChart or EPIC.

The instructions for submitting a request are shown below.

1. Launch Internet Explorer and enter http://uuhsc.utah.edu/manager in the address line.
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2. Click on the “Request Account(s)” link in the left column. On the next page, the
requester will enter their UNID and network password.


http://uuhsc.utah.edu/manager

3. On the “Search For Employee” page, enter the Employee ID (UNID) or name of the
person for whom a UTRAC login is being requested.

@'\T} - whtlps:ffsecure.uuhsc.utah.edufaccﬁequesterﬁndex.cfm?sess_id=14?8396‘29922236 v| Bﬂ || X ‘ | R
. Fle Edit View Favorites Tools Help Clinks @ Altirus @ | Click S Intranet P PFS Login  EJ UPEX1IT @& | UTRAC Test @ | UTRAC Dev
9 < [WRequestAccnunis l l & - B8 Eéa - [=hpage ~ .(3) Tools ~ @' & Er

-

3

‘?’ University of Utah
U Health Sciences Center

Main | Logout
Search For Employee

INSTRUCTION S:
» Please enter the Employee ID number of the person for whom you are requesting access.

If you do not know the Employee D of the person for whom you are requesting access, you can search for them by entering their first or last
names in the fields below. If you are not sure of the spelling, you can enter a few letters of either name. You may also search by Employee 1D,
by entering the first few digits of the Employee [D.

Employee 1D:

| [ Find ] [ Clear ] [ Reset ]
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4. After clicking on “Find”, a screen will display requestor’s information and the
information of the person for whom the request is being made. Clicking “Continue” will
display this screen.
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Required Acknowledgement

By clicking the "l Accept” button you acknowledge that the person you are requesting an account(s) for has:
» Filled out and signed a University of Utah Health Sciences Center Confidentiality and Security agreement.

« You will retain the original copy of the agreement in the individual's personnel file
» Make a copy of the agreement available upon request by Human Resources or the Privacy Office.
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University of Utah Health Sciences Center 50 MNorth Medical Drive, Salt Lake City. Utah 84132
HSC Webmaster

Disclai | Privacy Stat t

% Local intranet #100% -




5. After clicking “I Accept” a screen listing all Hospital supported applications will be
displayed.
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INSTRUCTIONS:

» Once you have checked the applications that are needed click on the "Submit Request" button located at the bottom of this

page.
If the application you need access to is not on this list please contact the Call Center at 587-6000

Please DO NOT check an application if one of the following applies:

« The user already has access to the application.

» The user does not need access to the application to do their job

« The account is locked, inactive or otherwise needs maintenance. Only new account requests should be made here
Please contact the Help Desk at 587-6000, or submit an online Trouble Ticket.

For IDX-Rad: Contact Luanne Brigham at 5814915 or 339-5409 (pager)
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6. A checkbox for UTRAC will be under the “** Other Applications” in the right
column about half way down. Click on “Submit Request” at the bottom of the page to
continue.

6::/ - |l}] https://secure. uuhsc.utah, edufacctRequester findex. cfim?sess_id=1478396, 29922236 8fuseaction =cor V| Ej || X \ | L
© Fle Edit View Favorites Tools Help Clinks @] Altrs g Click (s Intranet @ PFS Logn () UPEX1ZT &) UTRAC Test || UTRAC Dev
* '{% [@Requestnmunm I_l @ - B Qéa i ILB}'EEQE M 9} Toals - @' ﬁ. E;}
" Data Warehouse Applications OwebMD sl
[ Corporate Radar “*Other Applications
" Departmental Applications OBusiness Objects
CORPM/Lawson Oconcuity
COHDM [ Dentrix
OIMPAC CEclipsys
OLogiCare [Hospital Advisor =5
COMaximo 4.0 for MetaFrame OOMeonarch
[IMediLinks (Rehab) COJUTRAC
Mlas e o e Mlmas s sa e o ' v

% Local intranet #100% -




7. On the final screen, the requestor can indicate that this person’s login should behave
like another person’s login and/or will be replacing another person.

Click on the “Help Information” link to display the available roles (i.e. user privileges)
with UTRAC. On the “Notes” box, please indicate what roles this user should have.

Click on “Submit Request” to finalize the request.
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INSTRUCTIONS:

« You checked an application(s) request that requires addtional information.

» Please fill out the form below for the additional details.

« [fit requires a form to be filled out you must click on the link to print the form

» Once complete, click on the "Submit Request"” button located at the bottom of this page
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