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Service – right first time
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Make Changes to your Company,

including:

❑ Add a new Requester or Engineer

❑ Make changes to your existing users

❑ Amend your Company details
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Where are the forms?
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1From the Home page click on Request Something

You can click on the Arqiva logo in the top 

left at any to return to your home page

1In this drop-down, you can view your users (requesters), 

engineers, and your company details
- you can export the list if required by clicking on the ‘burger’
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The Site Access Catalog
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This is the Site Access 

Catalog, you can choose:

1)Company Profile

2)User Profile

3)User Accreditation
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Company Profile Management

4

1) Choose Update in the Request Type drop-down

2) Input the changes you require in the Description field

3) Add any relevant attachments to the paperclip

4) When you’re ready click Submit to send your 

request to the Accreditation team
- the Required Information field will be empty

If you need to make a change to your 

company’s details
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User Accreditation Management
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1) Find and select the Engineer you’d like to 

apply Accreditation changes to

2) Write a Description of the changes

3) Add any relevant attachments to the paperclip

4) When you’re ready click Submit to send your 

request to the Accreditation team
- the Required Information field will be empty

If one of your engineer’s accreditation has changed
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User Profile Management
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Choose to add a new requester or engineer, or to 

update or delete an existing requester or engineer
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User Profile Management
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1) Choose Add and input the new user’s details

2) Choose whether the new user is an Engineer or 

not, if yes select their category

3) Choose if they are to be a requester

4) If you need to amend the details showing for one 

of your requesters or engineers choose Update

5) Search and select their name from the drop-down

6) To remove one of your existing Requesters or 

Engineers choose Delete

7) Search and select their name from the drop-down

8) Add a description and any attachments 

to the paperclip, e.g. certificates

9) When you’re ready click Submit to send 

your request to the Accreditation team
- the Required Information field will be empty


