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SUMMARY 
This job aid shows how to request access to Image.  
 

Step Action Visual 
1  You will receive an email at the address you 

entered in the Email field during 
Registration, asking you to validate your 
email address by selecting the Click here to 
activate your account link in the body of the 
email. 
This will grant you access to the system to 
request access to Image. 

 NOTE: You will only have to perform 
this process once.  

2  Once you have validated your email address, 
a screen will display prompting you to log in. 
Select the Close Window button to access 
the Welcome to DBHDD Applications 
webpage to log in. 

 
3  Select the Log in link on the top right of the 

screen. 
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Step Action Visual 
4  Log in using the user name and password 

you created when you registered for the 
DBHDD Applications User website. 
Select the Log In button to log in to your 
account. 

 
5  After you are logged in, a screen will display 

that asks you to choose which application 
you would like to access. You will select the 
Image link from the list of applications. 

 
6  Once you select the Image link, the next 

screen appears that will ask you more 
specific questions.   
Select the drop-down arrow in the User Role 
field and choose the appropriate option from 
the list.  
To the right of the User Role field is the 
User Role Definitions hyperlink. Select the 
User Role Definitions hyperlink to 
determine which Image User Role is needed. 
Enter your Supervisor’s name in the 
Supervisor Name field. 
Select the drop-down arrow in the Location 
Type field and choose the appropriate option 
from the list. 
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Step Action Visual 
7  Once you make a selection in the Location 

Type field, the Location Name field will 
display. Select the drop-down arrow in the 
Site Name field and choose the appropriate 
option from the list. 

 
8  If the Location Name has multiple locations, 

then the Location(s) field will display. Select 
the checkbox for all of the locations that 
apply to you. Once you’ve completed all of 
the fields, select the Submit button.  

 
9 A system message appears at the bottom of 

the page letting you know that your request 
for access was successfully submitted.   

 

 
10 Once you submit that information, someone 

at DBHDD OIT will review the request and 
assign you a user role. 
It may take several days for your request to 
be reviewed and your user role to be 
assigned.  

 RESULT: You will be notified via email 
when your access is granted. 

 
 

                 

                 

                 

                 


