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ncdot.gov External EBS Access Request Process

Step 1: Register for an NCID Account




ncdot.gov External EBS Access Request Process

Complete the following steps to request EBS access: Create
only one

m’.t NCID per
1. Register for an NCID Account: https./ncid.nc.gov NCID ! individual.

If you already have an NCID, continue with step 2
Usemname
a. Click Register!
Select from the following categories, then proceed
as directed. o
L Trouble Signing In?
 Individual N
* Sta te E m p | Oyee Need Help? Register!
« Local Government Employee New User Registration b.
Request access to the State of North Carclina services as an
individual or citizen
Request access to the State of North Carolina services on the behalf
of a business.
Currently employed or assigned to work for an agency within the
State of North Carolina government.
a D|V|S|ON OF Current.ly,i employed or assigned to work for a North Carolina county
¥ AVIATION N”;Huf”" 3



https://ncid.nc.gov/

ncdot.gov External EBS Access Request Process

NCID continued:

/N N\

CIDs must be for a specific individual.

v Do not select Business.

v' Enter your First, Middle and Last name and your Email address.
v Do not create an account on behalf of someone else.
v Shared business or organization NCIDs will not be accepted for EBS use.

v NCIDs can be linked to multiple businesses/organizations in EBS. Do not create a new NCID for each
K drant program or organization supported. Use the same NCID for all EBS Access Requests. /
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Step 2: Request Enterprise Business Services
(EBS) Access
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Enterprise Business Services (EBS) External Access Request Procedure

Enterprise Business Services (EBS) External Access Request Application

User ID Information

2. Complete an EBS External Access Request Form:

. Your NCID,
https.//www.ebs.nc.gov/sap/crmaccess/index.html B 2~/ | nameand email
|’ ' b. || Mmustmatchthe
a. U nder Agencyy Se|ect NCDOT—A V/A HONMV/} from *NOTE: If you do not have an NCID, click on the appropriate link: . NClD eXaCtly!
the dropdown. BN
Individual (Business Users, Federal Government, Non-State/Local Govt Consultants)
b. Enter NC/D Username (see Step ). — 1
c. Complete User /nforma tion: e | c.
b N a m e a S ]CO U n d O n t h e N C | D Middle Mame (Enter M/ if not applicable): =
. . . . | |
M O rg a n |Za t | O n a | | n fo r m at | O n a n d a d d reSS Organization Name {Legal Name of Entity - Registered with the NC Secretary of State): * I
| |

- Inthe DBA field, enter Airport Local ID and/or S _
. i DEA (DBA, Individual's Consulting Firm or Airport Code) :
Consulting Firm | |

« If Consultant for multiple airports, this form has to Cloposme |
be completed for each Airport Local ID e |
® |ﬂd|VIdua|’S phone and Ema|| as fOUI’]d on the NClD State (select from drop down):*
. . : . o | v
* List additional business information in the Comments S
section |
Phone:
| 1
Email (as found on MCID):*
| |
N DIVISION OF Comments:
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https://www.ebs.nc.gov/sap/crmaccess/index.html

ncdot.gov

External EBS Access Request Process

EBS External Access Request (continued)

d. Select Role.

Select Role(s) and/or Action(s)

Select Role(s) and/or Action(s)

| d.

Click the generate button to create a code:

AIRPORT SPONSOR (CREATE, SAVE & SUBMIT)

[ (7, Generate(Refresh) ]

AIRPORT CONSULTANT (CREATE & SAVE)
AIRPORT EMPLOYEE (CREATE & SAVE)

AIRPORT EMPLOYEE (DISPLAY OMNLY)

Copy or type the code in the box - *

e.

f.

e. Click the Generate (Refresh) button to create a code to complete Code Verification. Copy or
type code in box e. This proves you're not a robot.

f. Click Submitand write down EBS Access Request Confirmation code. It is a 10-digit number

that starts with an 8.

d \ DIVISION OF

9 AVIATION

/Your request will be rejected If: h

v Your NCID does not exist.
v" Your First, Middle, Last Name or Email does not match your NCID exactly.
v' You already have an active EBS Account under a different NCID. Use your

\ original NCID on the EBS Access Request. /
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EBS External Access Request Final Steps

X/
0’0

X/
0’0

0

0

0

On average, EBS Access Requests take 3-5 business days to process.

For the status of your Access Request, contact NCDOT Aviation's EBS Grant Security Coordinator:
ext-tlyarboroughl@ncdot.gov

Include the following information in your email:

v Name

v Phone number

v EBS Access Request Confirmation Number (Refer to slide 7, step f))

You will receive an EBS Welcome letterwhen your account is ready to use.
Follow the First-Time logon instructions exactly as they are written.

If you are unable to logon, contact EBS Support at EBSSupport@ncdot.gov.

Government userswho access EBS via NCID, should change their password every 90 days: https,/ncid.nc.gov

Non-Government userswho access EBS via myNCID, MUST change their myNCID password every 90 days:
https//myNCID.nc.gov

Please note, Government and Non-Government users use different NCID websites to change passwords.
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