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Access Request Process for  
Colleagues and Non-Colleagues 

 
Access requests for colleagues/non-colleagues must be submitted by a manager via the Access Request Form. 
 

1. Locate the Access Request Form through Spirit > IT Service and Support > Access Request. 
a. Alternatively, access the Access Request Form directly with the following link-  

http://accessrequest.trinity-health.org/accessrequest/ 
 

 
 

2. Select the appropriate option – Colleague Request or Non-Colleague Request. 
 

 
 

3. In the Search User selection field, insert the user's name. 
 

 
 

http://accessrequest.trinity-health.org/accessrequest/
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a. You can also add the User's information based on option from the drop down menu 
 

 
 

4. Once you have added the new user, click Search  . 
5. User's name will appear.  Click on User's name so that the Save button will become activated. 
6. Click Save. 

 

 
 

7. Please review the User Information that appears. 
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8. Once you are finished reviewing, click Next at the bottom of the screen. 
 

 
9. The Action Selection section will then appear. Enter the appropriate Effective Date and highlight Add 

access to selected user. 
a. For Non-Colleagues, insert an applicable End Date. 

10. Select Next. 
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11. "Search Application" section will then appear. Under the "Search Application By Job Code" section, 
select MW-Loyola University Medical Center.   

12. Then select the appropriate "Job Code Id" (example: Human Resources) 
 

 
 

13. Applications associated with the Job Code you selected will appear.  Select the application(s) that the 
end users will require for their position and click Add Application.   

14. Once finished, select Save Selected Application. 
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15. The Application Details will appear for the required application(s) – review each "Application Details" 
(examples include Email and Microsoft Office).   

16. Complete the Application Details for each individual application: 
a. Ministry* will be MW-Loyola University Medical Center. 

17. Click Next Application button to move to the next requested application. 
 

 

 
 

18. Once finished reviewing each application's details, select Next. 
 

 
 

19. Review your information in the Request Summary section.  
a. Do NOT add any additional information in the Special Instructions section. 

20. Once finished, select the Submit Request button.  
a. This will generate a ServiceNow request and you will be emailed the request number. 
 

 


