Creating a Business Account to Access E-Forms

Access to E-Forms through the EWS platform requires setting up a business account. Follow these
steps to ensure a seamless registration process:

1. Invitation Email

e Uponreceiving the invitation email, the user will click on the "Get Started" button.
Ensure to open all links in guest mode.
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2. Consent and Registration

e Click"Accept" on the consents to proceed with the registration process.
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3. Personal Information

e Fillinthe requiredfieldsfor the first name and last name. Click"Submit" and wait for the
process to complete.
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4. Welcome Email

e The user will be redirected to the EWS and will receive a welcome email.
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5. Initial Login and Setup

e Upon the first login, the user will need to set preferences and work through the Setup
Wizard.
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Setup Workspace

Welcome Ews Guest, to Workspace

If you require greater flexibility with team collaboration & reporting with colleagues outside of your default HR settings please update your preferences below. This does not impact your
current HR profile information and can be updated at any time.
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Notifications

Please confirm your notification preferences below.
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Setup Workspace

Teams are used to collaborate on work items or re-delegate to a colleague or employee. They
are great supervision tools as well as an aid for peer to peer communication.
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6. EWS Homepage

e After completing the setup, the user will be redirected to the EWS homepage.
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