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2 – My Settings Tab 

The My Settings tab allows you to update  your personal preferances for using the system. The My Details screen will show your user details, which you can check 

and update.  

 

You will only be able to add your manager if they have an active eEHA account.  

3. Check your user details to ensure they are correct. Update 

them if necessary. 

1. Click on the ‘My Settings’ tab  

4. Click to add system roles. 

5. Click to select Manager 

2. Click on ‘My Details’ to see your User Details 
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3. Click on ‘Search’ 

2. Enter Surname 

 

1. Enter First Name 
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Select the Correct User 
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Once selected, the user is shown as your assigned manager.  

 
  

1. Check all your user details to ensure they are correct. 

Update them if necessary. 

2. Once all the details are correct, click ‘Save’ 
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Once saved, you will see the following message: 
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You can also update your password for the system. 

 

Your password will then be updated. 

2. Click on ‘Change Password’ 

 

5. Confirm your new password 

 

6. Click ‘Save’ 

 

1. Click on ‘My settings’ 

 

3. Enter your current password 

 

4. Enter your new password 

 


