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TIES FOCAL POINT FUNCTIONS: 
APPROVE OR REJECT TIES USER 

REQUESTS
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TIES Request E-mail 
Notification

For every TIES user request 
submitted by a user, the TIES 
Focal Point will receive an e-mail 
notification.

1. The Focal Point can click on the link 
for the page to login 
and approve/reject the request.

As Focal Point: Approve/Reject TIES Request
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Login To ITU User 
Management Page

This is the ITU User Management 
login page.

1. Enter your login Email or User 
name in this field, such as here: 
<TIESFP> is entered.

2. Type a relevant password in the 
Password box.

3. Click on the          button.

As Focal Point: Approve/Reject TIES Request
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Go To TIES User Requests

1. Click on                       in the 
Navigation Menu.
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View TIES User Request 
(Optional Step)

1. Click on the hyperlinked ID:
of a TIES user request to view its 
details.
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Add Comments To TIES User 
Request (Optional Step)

Details of the TIES User Request 
can be viewed here.

1. Additional Comments may be 
entered in this field, such as here 
<Sorry, this request cannot be 
approved at this time.> is 
entered.
Note: This is an optional step.

2. Click on the button to save any 
additional comments added.

Important!: If no comments have 
been added, do not click the Save 
button; simply click on TIES User 
Requests in the Navigation menu 
to go back.

As Focal Point: Approve/Reject TIES Request

Sorry, this request cannot be approved 

at this time.

!
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Go Back To TIES User 
Requests

1. Click on in the 
Navigation Menu to go back to the 
TIES User Requests overview page.
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Select TIES User Request To 
Reject

1. Click on in the ACTIONS column 
for a particular TIES User Request.

As Focal Point: Approve/Reject TIES Request
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Reject TIES User Request

1. Click          to reject a TIES User 
Request.

As Focal Point: Approve/Reject TIES Request
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Confirmation Of TIES User 
Request Rejection

A message confirming the 
rejection of the TIES User Request 
will be displayed on the screen.

The Status of the TIES User 
Request will change from: In 
Process to Rejected. 

As Focal Point: Approve/Reject TIES Request
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E-mail Confirmation Of 
Rejection

An e-mail confirming the rejection 
of the TIES User Request will be 
sent to the requester.
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Select TIES User Request To 
Approve

1. Click on in the ACTIONS column 
for a particular TIES User Request.
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Approve TIES User Request

1. Click to approve a TIES 
User Request.
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Confirmation Of TIES User 
Request Approval

A message confirming the 
approval of the TIES User Request 
will be displayed on the screen.

The Status of the TIES User 
Request will change from: In 
Process to Approved. 
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E-mail Confirmation Of 
Approval

An e-mail confirming the approval 
of the TIES User Request will be 
sent to the requester.
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Log Off

1. Click on the       button to log out of 
the ITU User Management page.
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ITU User Management Page

User will be taken back to the ITU 
User Management login page, 
after logging out.
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