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ADDING COMPANIES
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Before adding a user into FACS, 
verify that the user’s company 
has already been entered into 
FACS.  To check that the 
company is in FACS, click on 
Admin
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ADDING COMPANIES

Next, click on Portal Admin
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ADDING COMPANIES

Next, click on Company
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ADDING COMPANIES

Click on the Filter and then type in the 
name of the Company in the Name input 
field
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ADDING COMPANIES

If the company is not in FACS (does not appear after using the filter), click on the 
New button.

Some Companies are entered using abbreviations, ensure to search for other 
spellings to ensure duplicate companies are not entered.



7

ADDING COMPANIES

Enter the name of the new company and then click on the Save button
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ADDING USERS

Before adding a user into FACS, 
verify that the user is not already 
been entered into FACS.  

To check that the user is not in 
FACS or just to add a user, click on 
Admin
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Next, click on Portal Admin

ADDING USERS
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Next, click on User

ADDING USERS
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ADDING USERS

Click on 
the Filter
and then 
type in 
one or 
several of 
the filter 
input 
fields to 
verify if a 
user is in 
FACS
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ADDING USERS

If the user is not in FACS (does not appear after using the filter), click on the 
New button.

It is best to search for users by Email Address as names can be abbreviated.
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ADDING USERS

When entering a new user, 
complete the input fields with 
the “*” next to the field labels.  
These fields are required for 
the user to be saved in FACS

The Account, Company, and 
Default Role have pulldown 
menus, where you can only 
select what appears
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ADDING USERS

When entering an e-mail, 
ensure that the e-mail is 
entered as normally used.  The 
e-mail address entered into 
FACS is case sensitive and 
recommended to be all 
lowercase.

Enter the password: hawaii to 
complete the adding a user 
steps. The user will change the 
password once they log into 
the system.



15

ADDING USERS

All users shall be assigned to the HDOT account
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ADDING USERS

Select the user’s Company from the pulldown list.  Companies need to be 
inputted before you can select it from the pulldown list (see slides 2 to 7) 
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ADDING USERS

Assign user a default role from the pulldown menu.  Engineers shall be listed as 
Managers
Default Roles provide users access to the services in FACS.  Each role has 
different accesses to services
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ADDING USERS

Instructions to assigning a 
project to a user shall be 
covered in another user’s guide 
(User’s Guide to Assigning 
Projects in FACS)



END OF GUIDE
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