
 

Staff Access Verification Process 

 

As part of the HESC verification process, Chief Authorizing Officials (CAO) and Authorizing 
Officials (AO) are required to ensure appropriate staff has access to the HESC system.  This 
guide will assist you with the validation process which must be completed yearly. 

If staff verification is required, the below screen will display once you access Transaction 
Processing.  You must take action before being able to continue. 

 

 

 

 

 

 

 

 

 



 

You must take action on all employees listed.  You can verify all, some or view each employee 

individually to review their current access.   

You may choose Select All if you wish to verify or revoke all employees or make the changes on 

an individual basis. 

Employees who are not verified will not be able to access the HESC system. 
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If you select View Access, you will receive more information about the employee’s access and 

can then either Verify, Revise, or Revoke the access. 
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If you choose Verify, the following confirmation screen appears. 

 

 

 

 

 

If all information is correct, check the ID box on the bottom left and Submit. 
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You will be notified that the users were successfully verified. You can then select Back to Staff 

Verification.   
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You will see the below screen if you choose Revise access under staff verification. 

You can modify the user’s data, change email addresses or update institutional access.  Verify 

and edit any information and select Edit Authorization to make access changes and then hit 

Continue.  
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If you select an Institution Code and the Edit Authorization button, the following screen will 

appear. 

 

Make all necessary changes and select Continue.  You then will then return to the Staff 

Verification screen to approve the changes. 

 

 

 



 

 

 

Any remaining unverified staff must be verified before the system will allow you to proceed to 

use other functions. 
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A screen shot of the Revoke EFAN Users option. 
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Once the process is complete, all employees will show as active.   

Any users revoked will no longer appear on this listing. 
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Now that the Verification process is complete, you can access any of the other screens you 

would normally use, such as the View EFAN Applications or Submit EFAN Application screens. 

 

 

 

 


