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1 User Registration  

1.1 Overview 
The RA eFile Access Portal provides the ability for an employee, job applicant, or third party to register 
and access the system in a limited way. 

The User Registration page is a public page that is accessible by non-authenticated users that allow 
them to enter required information in order to create an account on the system.  Upon registering for an 
account, the account is created with an eFiler role.  An email is sent to the user with a temporary 
password. 

The user can then log into the eFiler Access portal.  They will be required to change their temporary 
password when first logging on.  They can then perform limited actions such as creating requests for 
accommodations or checking the status of previously submitted requests. 

A user may, when registering, identify themselves as a current employee.  The employee must provide 
enough identifying information about them to be validated against an Employee table that was uploaded 
from the agencies HR employee data. 

1.2 Register for an Account 
Use the following steps to register for an account. 

Click the Register link. 

 



2 |  

  

If you are an employee and wish to register as one, click the link below. 

 



User Registration| 3 

   

 

 

In the desired fields, enter the applicable information. 

 

 

The email address and Employee Identification Number (EIN) provided must be associated with an 
existing Employee record with the RA System. 

By registering as an employee the system will be aware of all of your specific details about you (name, 
address, phone #, supervisor…) and will be able to default that into the New Accommodation request 
forms. 

If you are not located within the system, the following will be displayed: 
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Note: If you do not know your EIN and cannot successfully register as an employee, you still can register by 
providing your Name and Email address only (the process below for a job applicant).  The system will not be 
able to default your name, address, supervisor…to the New Request form but it can be entered manually. 
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To register as a job applicant or third party enter the following applicable information. 
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The following will display if you were successfully registered. 

 

A temporary password will be sent to the email address you entered. 
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Click the here link. 

 

 

Enter the username you entered upon registration and the temporary password you were sent. 

Click the Sign On button.  You will be required to change your password for security purposes.  

Enter the temporary password you were sent by email in the Current Password field. Then enter a new 
password in the New Password and Confirm Password field. Click the Change Password button. 

 



8 |  

  

2 Logging in and Logging Out 
To log into the RA eFile Access Portal, you must first register for an account. The system prevents 
multiple logins by the same user on different browsers. It also will lock an account if enough failed 
attempts to log in are made. The application automatically logs out users after a period of inactivity; users 
will be redirected to the login page and will need to log in again. 

2.1 Logging In 
1. On the login screen, enter your username and password and click Sign On. 
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If you are already logged in to the application and attempt to log in using a different browser or device, 
you will see a warning that logging in again will close your other session. You can choose to continue 
logging in, which will close your other session. Or, you can cancel, which will leave your other session 
open. 

After successfully logging in to the application, your Home screen is displayed. 

2.2 Unsuccessful Log In 
An unsuccessful log in (due to an incorrectly entered username or password) generates an error 
message and you are given an opportunity to attempt another log in. 

2.3 Locked User Account 
The system allows three attempts with an incorrect username or password. If all three attempts are 
unsuccessful, the account becomes locked and an error message appears. An administrator must be 
contacted to unlock the account unless your system administrator has enabled the Forgot Password 
option. 

2.4 Logging Out 
Log out of the system by clicking the Sign Out link that appears in the system menu above the navigation 
tabs. 
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3 Home Screen and Tracking Inbox 
The Reasonable Accommodation System provides several features to help you quickly and easily 
navigate the system. When you first log in, you see the Home screen.  

 

 

The Home screen contains links to typical actions you may need to perform such as creating a new 
record or managing your account.  

You can also navigate to the Tracking Inbox tab to view all of your records. The tabs in the Navigation 
Bar provide areas to which you have access. 

3.1 My Request Queue 
The My Request Queue displays a listing of all requests. My Request queue is empty for a newly 
registered eFiler.  The queue below shows requests created by the eFile User. 

Draft records that have not yet been submitted appear in the My Requests queue without an assigned 
Request Number (Draft).  Submitted requests will appear with a Request Number. 

To search for a request enter desired search criteria in the Search field. 

 

 

Records will filter as search criteria are entered. 
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3.2 Sorting Records 
The Tracking Inbox allows you to sort your records in ascending or descending order by clicking any 
column header. For example, it may be useful for you to view your cases sorted by request date.  

You can change the number of records to be displayed per page by entering a number in the Display per 
page field and then clicking the Refresh icon. 

3.3 Filtering the Display 
You can also choose to filter your inbox based on how the records are assigned. To display records 
based on assignment, select an option in the Assignments drop-down list (as shown in the figure below) 
and click the Filter icon. 

3.4 Using the Navigation Bar 
The specific tabs displayed when you log in are determined by your role and by the system permissions 
assigned to that role. Different users may see different navigation options.  Contact your administrator for 
any questions or details. 
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4 Navigating within a Record 
Another element of navigating the system is found once you click on a record. 

When you click on a record, another navigation menu of tabs is provided. These tabs allow you to 
navigate to other parts of the record and enter new information or update existing information about the 
main Request record. To return to the main record from within another tab, click the Request tab at the 
left.   

 

To return to the Request record, click on Request in the breadcrumb trail.  

 

The breadcrumb trail is a path of links - separated by right arrows - that display a visual cue to depict 
where you are in the system. The system allows you to return to a previous screen by clicking on any of 
these links. 

 

Use the breadcrumb trail when navigating in the Reasonable Accommodation System. For security 
purposes, the system does not allow your browser to cache information, and as a result, your browser's 
Back and Forward buttons cannot be used for navigation. 
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5 Menus, Fields and Options 
The Reasonable Accommodation System provides configurable menus, fields, and options to assist in 
business process implementation and ensure data entry integrity. These fields are configured by your 
system administrator, and may differ depending on your system. 

5.1 Dependent Drop-Down Lists 
Some drop-down lists may be dependent on a selection made from another drop-down list. This 
configuration allows large lists to be broken down into more manageable categories. If a set of drop-
down lists has dependencies, the second drop-down list is not populated until a selection is made from 
the first drop-down list. 

In the following example, you cannot select an Accommodation Type unless you have first selected one 
or more Accommodation Categories. 
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6 Changing your Profile and Password 
You can modify some of your account profile information such as your name, email address, and 
password. 

6.1 Updating your Profile 
Update your profile by using the following steps. 

1. Hover your mouse pointer over the Management bar and click My Profile. 

 

All fields with the  icon are required fields. In the desired fields enter or select the applicable 
information. 

To update the password, click the  icon. 
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Enter your current password, new password and then click Save. 

 

Though most of the Reasonable Accommodation System is accessible by default, users can opt to turn on 
additional accessibility enhancements by selecting "Accessibility Enhancements" 

Enabling accessibility results in the following changes: 

  A keyboard-accessible button is added under the "assignment" drop-down on data forms that, 
when pressed, will apply the selection chosen from the drop-down menu. 

  For tracked data forms, legends are used so that screen readers will include an administrator-
defined label or description before reading radio button options aloud. The screen reader will 
announce both the identifying label as well as the position of that radio button element within a list 
(e.g., "radio button 'Yes;' one of two").  

  When a user wishes to edit an item in the tracking inbox, a screen reader will read the value of 
whatever is in the first column to provide more detail as to what is being edited. Enabling JAWS 
to Read Repeated Characters 

Users with accessibility enhancements who are using JAWS for screen reading will need to adjust a 
setting in JAWS to allow it to properly read repeating characters (e.g., the "YYYY" in "DD/MM/YYYY"). 
By default, JAWS will only read the first three characters in a string of repeated characters. Users can 
adjust this setting within JAWS under Utilities > Settings Center > Text Processing > General > Filter 
Repeated Characters (set to 4 or more). 

Once all desired information has been entered click the Save button. 
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7 Create a New Request 
Use the following steps to create a new request. 

1. Click the New Request button. 

 

 

All fields with the icon are required fields. 

Tooltips provide additional information for selected fields. A field with the   icon includes a tool tip. 

Hover over the  icon for information on the selected field. 

 

In the desired fields enter or select the applicable information. 

Click the Search Accommodation Category link to search the available accommodation categories. 

 

The selection(s) made in the Accommodation Category field will determine what values display in the 
Accommodation field. The following are the Accommodations available for each Accommodation category: 

Note these values are the default values. More or less may show depending on how your site administrator 
configures the site. 
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COVID-19 

1.Medical Vaccine Exemption 

2.Religious Vaccine Exemption 

3. Testing Exemption 

Direct Service 

1.Interpreter 

2.Alternate Format Materials 

3.Ergonomic Workplace Evaluation 

4.Captioning Services 

5.Job Coaching 

6.Workplace Assistant Services 

7.Workstation Modification 

Equipment 

1.Heater 

2.Fan 

3.Scooter 

4.Printer 

5.Headset 

6.Laptop 

7.Air Purifier 

8.Anti-Glare Screen 

9.Chair 

10. Cushion / Wrist Rest 

11. Desk / Workstation 

12. Document Holder 

13. Footstool 

14. Humidifier 

15. Keyboard Tray 

16. Monitor Arm 

17. Roller bag 

18. Task Lighting 

19. White Noise Machine 

20. Braille Embosser 

21. Docking Station 

22. Keyboard 
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23. Magnifier 

24. Monitor 

25. Mouse 

26. Phone 

27. Printer/Scanner 

Leave 

1.FMLA 

2.Employer's Leave Program 

3.Workers' Compensation 

Modification of Duties 

1.Job Restructuring 

2.Reduced Workload 

3.Written Assignments 

4.Reassignment 

Modification of Workplace Policies/Travel/Telework 

1.Modified Leave 

2.Modified Schedule 

3.Parking 

4.Telework Episodic 

5.Telework Full-Time 

6.Telework Schedule 

7.Travel 

Software 

1.JAWS 

2.Dragon Naturally Speaking 

3.Kurzweil 

4.MAGIC 

Other 

1.Other 

 

Click Select All to choose all accommodation categories. Then click Deselect All to remove all 
selections. 
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Click the desired accommodation category and then click Done. Multiple categories may be selected. 

 

Any selection(s) made will display. 

 

 

Click the Search Accommodation link to search the available accommodations. 

The accommodations available will depend on the selection made in the Accommodation category field. 

 

 

Click Select All to choose all accommodations. Then click Deselect All to remove all selections. 
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Click the desired accommodation(s) and then click Done. Multiple accommodations may be selected. 

 

Any selection(s) made will display. 
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If you are registered as an employee, the "Are you requesting this for yourself?" and the "Is the recipient 
an employee?" questions will default to a value of 'Yes'. These questions may be changed. 

If 'No' is selected in the "Are you requesting this for yourself?" field the "Relationship to Requestor" field 
will display and will be required.  

 

If 'Yes' is selected in the "Is the recipient an employee?" field the "Office" field will display and will be 
required. 
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Click the drop down in the Office field to select the desired office. 

 

Begin to type in the Office search to filter the available offices. 

 

Selecting an office will expand the tree view and mark your selection.  

 

 

If desired you can click the plus sign next to the top level office to expand the tree view.  

 

 

The Request Date field will default to the current date and will be read only. 
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The Recipient Information will then display with the Employee information defaulted to the form if 'Yes' 
was chosen for the question, "Are you requesting this for yourself?" 

If 'No' was chosen, the Recipient Information must be entered from scratch. 
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For an employee, the Supervisor First Name, Supervisor Last Name, Supervisor Email Address and the 
Supervisor Phone Number or International phone number fields will be required. 

If you are registered as an employee and you are adding this request for yourself, your Supervisor 
information may default as well. This depends on whether your imported HR data includes who your 
supervisor is. If it defaults a related Supervisor Contact will be created for the Request once you save the 
new accommodation request. 

If not accurate, the information can be changed. 
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Once all desired information has been added click Save and Submit to submit the request. 

If Save as Draft is clicked the request will be saved and can be worked on before submitting.  

After the Request has been submitted, the following automatic actions can happen if this setup exists: 

  The requestor will receive an email notification to let them know their request has been submitted 

  RA Specialists associated with the Request org hierarchy will receive an email notification to let 
them know a new request has been submitted 

 The supervisor for an employee request will receive an email notification to let them know a new 
request has been submitted. 

Once the Request for one or more Accommodations is submitted the screen will refresh with the Request 
Number auto-generated and new tabs showing. 
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  Request Tabs - Document, Contact and Note display. 
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8 Request Child Tabs 
The following sections describe how to create records for the remaining request child tabs. 

eFilers can create Document, Contact, and Note records for Draft requests. 

eFilers can only create Document records for Submitted requests. 

Once submitted, eFilers can view previously attached contacts and notes but they are read-only. For security 
reasons, eFilers can see previously submitted Document records but cannot access the associated document. 

8.1 Create a Document Record 
Document records may be created for draft and submitted requests. 

1. Hover over the Document tab and then click the New Document link. 

 

 

All fields with the icon are required fields. 

In the desired fields enter or select the applicable information. 

Once all desired information has been added click Save. 
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8.2 Create a Contact Record 
Contact records may not be created for submitted requests. 

1. Hover over the Contact tab and then click the New Contact link. 
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All fields with the icon are required fields. 

In the desired fields enter or select the applicable information. 

Once all desired information has been added click Save. 
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8.3 Create a Note Record 
Note records may not be created for submitted requests. 

1. Hover over the Note tab and then click the New Note link. 

 

All fields with the icon are required fields. 

In the desired fields enter or select the applicable information. 

Once all desired information has been added click Save. 
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9 Check Status of Submitted Request(s) 
Use the following steps to review the status of the accommodations within the Request. 

1. Click a Request within the My Requests queue. 

 

The status of each Accommodation within the Request is listed. 

 
 

9.1 Create a Document Record 
 

Use the steps outlined in Section 8.1 to add a new Document to the Request. 
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9.2 Review and Add Document Records 
 

eFiler can view the listing of documents records they've added to the Request.  The eFile also has the 
ability to add new documents to a Request once it's submitted and until the Request is closed.  

 

1. Click the Document tab to access a listing of the Documents added to the Request. 

 

Click a Document record to review it. 

 

The information relating to the Document will be displayed for review. 
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9.3 Review Contact Records 
 

1. Click the Contact tab to access a listing of the Contacts added to the Request. 

 

Click a Contact record to review it. 
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9.4 Review Note Records 
 

1. Click the Note tab to access a listing of the Notes added to the Request. 

 
 

Click a Note record to review it. 
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10  Supervisor Approval 
The Reasonable Accommodation System provides a separately licensed module that allows registered 
eFiler's that are Supervisors to access some additional functionality. 

It allows the Supervisor to submit a decision and upload any supporting documentation for an 
accommodation request created for one the employee's that report to them. 

The RA eFile Product Administrator will add the Supervisor role to your eFile profile to gain access to 
Supervisor Approval. 

The Change Role option at the top right of the form can be used to switch to the Supervisor role. 

 

When you first access the role, you will see the Home screen.  

 

 

The Home screen contains links to typical actions you may need to perform such as creating a new 
record or managing your account.  

You can also navigate to the Tracking Inbox tab to view all of your records. The tabs in the Navigation 
Bar provide areas to which you have access. 

10.1  My Approvals Queue 
The My Approvals Queue shows: 

 Accommodation decisions that you have submitted 
 Draft Accommodation decisions that you have not yet submitted a decision for 
 

Accommodations can only be added to the queue if the Assigned Specialist for the request has entered 
a Recommendation Approve/Deny event and selected you as the Supervisor responsible for the 
decision. 
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The My Approvals queue is empty for a newly registered eFiler. The queue below shows approvals 
added by the eFile Supervisor. 

 

To submit a decision for an accommodation request click the New Accommodation Approval button. 

 

You will be prompted for the accommodation # that you would like to record a decision for. 

 

Enter the unique identifier for the accommodation # that you would like to submit a decision for. 

If you enter an accommodation # that is invalid or that you do not have the authority to enter a decision 
for you will receive a workflow error message. 
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You should have received an email notification of the following format informing you of the request for 
you to review and enter a decision for the accommodation. 

 

After entering an accommodation number and clicking Submit, the system will validate that you are 
authorized to submit a decision. 

Enter an initial approval/denial decision or reconsideration approval/denial decision, subject to which is 
appropriate. 

You may also attach a supporting document to the approval. 
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 When ready, click Submit to post the decision to the system.  The assigned specialist will be alerted that 
the decision was submitted by you. 
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11  Contextual Help Module 
The Reasonable Accommodation System provides a separately licensed module that allows registered 
eFiler's to access Help that is related to the action you are taking. 

The Help can include: 

 Explanations relating to the form you are working with 
 The ability to click and download the User Guide 
 Links to external web pages 
 The ability to click and access the Tyler Learning Management System (LMS) where short form videos will 

reside  
 

Help is available by clicking the Quick Menu link in the upper right corner of the form. 

Quick Menus can contain one or more Tabs. 

Help will be available as one of the Tabs if it is available and enabled. 
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The Help text is scrollable both vertically and horizontally using the scroll bar controls. 

The Help can be displayed in different ways using the Quick Menu controls: 

 
 Opened in full screen mode 
 Pinned to the current form so that you can continue development of the request while the Help remains open 
 Once pinned to an open form, unpinned from the current form  
 

 

 


