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Complete Account & Access Request Form for New Employee 
After HR Shared Services completes the initial SAP processing for a successful candidate, they will intiate the Onboarding process in SuccessFactors for applicable 
hires. Onboarding applies to:  

• External hires 
• Internal hires who must complete benefit forms 

Org Chiefs receive an email notification from SuccessFactors when Onboarding is initiated, which provides a link to complete the Digital Health Account & Access 
Request Form. If Onboarding does not apply for an internal hire scenario, HR Shared Services will notify the org chief by email and include a link to the Account & 
Access Request Form.   

The form should be completed to ensure that access to systems required to perform the employee's job duties (including network, email, clinical systems, SAP, 
etc.) is in place for the employee on the start date.  

Note: If the employee already has the required network and systems access, and no updates are needed, you can omit this step. Otherwise, please 
complete the form, which includes any change to primary site location. 

Both the Network Digital Health Account and Email/Outlook Access options must be selected on the form for all new employees to gain access to 
SuccessFactors.  
The form is submitted to Digital Health electronically, and includes all the information necessary for them to complete setting up network and other systems 
access for the new employee. 

Procedure 

1. Click the link provided in the account and systems access for new employee email notification. 
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The Manitoba eHealth Account & Access Request Form opens in a browser window. 

 

Note: You can click  at any time to cancel the form, go back to the previous screen in the form, or go to 
the next screen in the form. 
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You must complete all mandatory fields (fields marked with a red asterisk *) on the first page of the form. All other fields are optional, but the more fields you 
complete, the more information Digital Health will have to correctly set up the new employee’s access. 

 
Mandatory Fields 

Field Action Subsequent Action 

Are you the authorized sponsor/manager? 

Click to select Yes or No If No: 
Complete the following mandatory fields in the Authorized 
Requestor section that appears: 

• Requestor Name 
• Job Title 
• Phone Number 
• Email 

Job Title Enter your job title N/A 

Phone Number Enter your phone number N/A 

Type of Request Click to select New eHealth User ID or 
Modify/Alter Existing Access Info 

N/A 

Date Required Click to select the year, month, and day you 
require the access to be active 

N/A 

 
2. Click the radio button next to: 

• Yes  in the Are you the authorized sponsor/manager? field, if you are the Org Chief or manager for the position. 

• No in the Are you the authorized sponsor/manager? field, if you are acting on behalf of the Org Chief or manager. 
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Note: If you select No, the Authorized Requestor section appears, and all four fields must be completed:  

 

3. Enter a job title for the Org Chief or manager in the Job Title field. 

4. Enter the Org Chief’s or manager’s phone number in the Phone Number field. 
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5. Select the type of request you’re submitting from the drop-down list in the Type of Request field. 

Note: Follow the instructions for this step provided on the form. 

 

6. Select the date you require the new employee’s access to be active from the calendar in the Date Required field. 
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7. Click Next. 

All remaining fields are optional, but it is recommended that you complete the following fields: 

• City  

 

• Health Authority 
• Employee’s Supervisor 

 

8. Click Next. 

Note: On the remaining pages of the form, there are several options you can select for the employee. Only select those that are relevant to their position. 

• Network eHealth Account  

• Email/Outlook Access  

Note: Both Network eHealth Account and Email/Outlook Access are required for all new employees to gain access to SuccessFactors. 

9. Click Next. 
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10. Click Next. 
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11. Click Next. 
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• Shared Drive(s) 

• Email Distribution List(s) 

• Other Requirements/Notes 

12. Click Finish. 

 

The Review and Approve screen appears, listing all the information you entered in the form. 
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13. Click Next until you have completed reviewing all fields. 

Note: You can click Back to return to previous pages. 

14. Click Finish. 

 

The form is submitted to Manitoba eHealth and the Org Chief receives an email notification, with a copy of the form attached for them to keep and review. 

The message “This step has been completed. Close the window. Please click X at the top of the window to close it” appears. 

15. Close the browser window. 

Note: You will not receive an incident number from eHealth when you submit the form. eHealth creates a ticket under the Org Chief’s name. If follow-up or a 
status check is required, reference the Org Chief’s name when you contact the Service Desk. 
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