
Maintaining Your EdPortal Account

Update EdPortal Profile
Sign-in to the Portal with your A&A account id. Click on the "My Profile link", located in the upper right-hand corner.

 

The My Profile page will be displayed.

Click the "Edit" button.

 

On the next screen, your address and phone information can be added or changed.

You can only change First Name, Last Name, and email address through the Enterprise A&A System.

You can also change your administrative organization. Click "Save."

 

If you did not make changes to this information, you may click the "Request Roles" button to continue.



 

 Information about editing roles and applications is on the next page.

Change Applications and Role Assignments in EdPortal
 

On the My Profile page, click the "Request Role(s)" button if modifications are needed to assigned applications,
organizations, or roles. If you have multiple organizations in you organization menu, you may choose a different location, as
the organization information for the current location loads into the Role assignment page.



 

 

Note: for this example, the user changed his location to AHST High School, so the information in the menus' defaults to that
information.



 

You will be able to see role(s), application(s), and security organization(s)
New role requests in the queue will be listed as Pending (except for the Portal role which is a default role assigned to
your profile).
Each time you make a request, you will be returned to the Role Assigment page. When finished making requests or
changes, click "Done" at the bottom of the page.

A security officer will be notified of your request for each role.

You will receive an email for each request informing you if the request has been approved or denied.
The status column in the Assigned Roles section of the My Profile page will update to Assigned, Approved, or Denied
as changes are made to your account.

Unassign Roles and Applications in EdPortal
To unassign a role, go to the My Profile page and click the "Edit" button. After clicking on the "Request Roles: button at the
bottom of the page, you will see the current list of applications, security organizations, and roles. Click on the "Unassign" link
of the role(s) you wish to remove.



 

Important Note - Do not unassign the Portal role! This role gives you access to your Profile and application menu.

Click the "Done" button when finished making changes to return to the Portal home page.


