Using the My Events Page

The first page of the EIS that appears after logging on is the My Events page.  You can access this page at any time by clicking my Events in the EIS menu bar.

STEPS

1. After logging in to EIS, you will automatically view the My Events page.
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2. Click the Set My Preferences link.

3. View the User Preferences page.
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4. To change your Password, click in the Password field and type it in.   Re-type the new password in Confirm Password.

5. To change your Personal Information, click or press the Tab key through the personal information fields and update your personal data.

6. Click the Save button when finished changing your user preferences.

7. Select Client Preferences from the Show menu.
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8. To add clients to your My Events page listing, click on the client name under Available Clients, then click on the Select button to bring the name to the Selected Clients box.
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Helpful Hint:

Adding a client to your My Events page listing allows you to quickly access that client.  Keep in mind, however, that if you have many clients listed on your My Events page, it will take longer to load on your screen.

9. Click the Save button when finished adding your clients.

10. Select Report Preferences from the Show menu.
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11. To add reports to your My Events page listing, click on the report name under Available reports, then click on the Select button to bring the name to the Selected reports box.
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Helpful Hint:

Adding a report to your My Events page listing allows you to quickly access that report.  

12. Click the Save button when finished adding your reports.

13. Click My Events in the EIS header.
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14. View your My Events page with your new preferences.
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