
	
[image: ]Navigating eRequest

eRequest facilitates the addition/removal/change of passwords, login ID’s, software and hardware for Enron employees and affiliates. It is mandatory that any requests to access the EnronOnline production and back office applications go through this process. eRequest can be found in the Enron Home Page (home.enron.com). 

The following is a guide to navigate the eRequest system:
· [image: ]From the Enron Home Page, click on ‘IT Central – itcentral.enron.com’ link under the ‘Information & Services’ section of the Home Page. (Direct access is available by typing ‘itcentral.enron.com’ in the URL address section)
· [image: ][image: ][image: ]Click on the                               logo and a choice to logon into either the                             or                          (depending on user company/status) will appear. Logon as necessary and a set of choices will appear under the page titled “Services”. 
1. Under the                           tab, please confirm all personal information (if trader, click ‘yes’ on the pulldown menu). 
2. There are other tabs that provide information on the status of prior requests
· [image: ]To request new passwords, logon ID’s, and Citrix Production/Test Applications, click the               under the section labeled “Update Account Access” (found on the page titled “Services”).       
1. [image: ]Click on either ‘normal’ or ‘high’ priority and confirm the email address of the person requesting the addition/change. To proceed, click 
2. [image: ]Click                 titled “Applications” and this will lead to a screen that asks for the 

 
[image: ]region (drop down menu) and application. For all EnronOnline requests, type in ‘EOL’ in the “Applications” box and hit the                       button. This will lead you to three choices (‘EOL’, ‘EOL Call Center’ and ‘EOL Suggestions Database’); click the ‘EOL’ button and a prompt to select a country from the drop down menu will appear. Click the country that applies.
3. [image: ]From the following drop down menu, click the commodity or company that applies and mark your request, then click on                    ..  
4. If there is not a prompt for the specific product or service that is desired, enter  notes or comments detailing the specific request.
5. [image: ]When finished, click                      and the request will be sent. (the system may ask for a Manager in order to approve the request) 
6. An email will be sent, confirming that the request was received.
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