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INSTRUCTIONS	TO	REQUEST	APPROVAL	FROM	YOUR	ADMINISTRATOR		

	

1. In	a	web	browser	address	bar,	type	in	the	web	address:	https://ezaccess.lausd.net/		
	

2. Click	on	“LAUSD	Employees”	
	

	

	 	
	
3. Log	in	using	your	single	Sign-On	username	and	password.	
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4. Click	on	“Instructional	Technology	Initiative	Application”	

	

	

5. Select	“Instructional	Technology	Initiative	Access	Request”	under	the	header	“Access	Requests”	
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6. Verify	the	information	displayed.		Enter	your	work	phone	number	and	7-digit	cost	center	and	click	
on	the	“Change	Cost	Center”	button.		This	will	populate	the	“School/Office	Name:”	field.	

	

	

7. The	default	User	Role	is	Instructional	Device	Manager.		Read	the	Confidentiality	Agreement	and	
click	on	the	“I	agree”	box.		Enter	your	Single	Sign-On	username	and	click	on	“Submit”.	
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8. A	message	will	appear	confirming	your	request	for	the	IDM	role.		You	and	your	administrator	will	
receive	email	notifications.	

	

	

9. Remind	your	administrator	to	approve	your	request	for	IDM	role.		Instructions	below.	
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	 INSTRUCTIONS	FOR	ADMINISTRATOR	TO	GRANT	APPROVAL	FOR	IDM	ROLE		

	

1. In	a	web	browser	address	bar,	type	in	the	web	address:	https://ezaccess.lausd.net/		
	

2. Click	on	“LAUSD	Employees”	
	

	
	

3. Log	in	using	your	single	Sign-On	username	and	password.	
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4. Click	on	“Instructional	Technology	Initiative	Application”	

	

		

5. Select	“Instructional	Technology	Initiative	Access	Request	Approval	List”	under	the	header	“Access	
Requests”	to	view	employees	who	have	submitted	requests	for	approval.	
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6. Select	“Approve”	to	grant	approval	for	the	employee	to	become	the	IDM	of	your	school.		Click	on	
the	“Save”	button	after.	

	

	

	 For	further	assistance,	please	email	ITAssetMgmt@lausd.net	

	

	


