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using existing
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password.
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Process Flow A
Legal Representative
Adds by Token an
Employee.
1. Legal
Representative
“Add by
Token” an
Employee,
Section 1a of
email.
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2. Legal
Representative Logs
In to FordEtis.

v

3. LR Selects
“Admin”, “Manage
Users” and Add by

Token “ Tabs

v

4. LR Enters Token
Code provided by
Employee

v

5. Employee will be
added in your
current list of

employees

6. Does the
Employee/s
require Access
roles/Security
Accreditation
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Process Flow B

Legal Representative

Adds a New User/
Employee

1. Legal
Representative
“Add” a new
User, Section 2
of email.

v

2. LR Selects
“Admin”, “Manage
Users” and Add“
Tabs

v

3. Complete the
Employee details
page and submits

v

4. Provide Employee
with newly created
Username and
Password
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5. Employee will be
added in your
current list of
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Process Flow C
Employee Add by
Token

1. Employee
“Add by
Token”,

Section 1a of
email.

v

2. Employee
Chooses a
Username and
Password and
enters a valid
email address
and selects
“Continue”

v

3. Employee
provides LR with
copied Token code.

v

4. LR activates the
token code and
completes your

account migration

v

5. Upon completion
of your account
migration, you will
retain your existing
account information
and your LR will
manage it.
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Process Flow D
New User/Employee
Add

1. Employee
“Add”,
Section 2a of
email.

v

2. Login with
newly created
password from

LR
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3. Confirm Terms
and Conditions

y

4. Change your
password

v

5. Log out and log
back into your
FordEtis account

A\ 4

6. Upon completion
of your account
migration, you will
retain your existing
account information
and your LR will
manage it.
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Process Flow E
Legal Representative
Anonymises Employee
(Dealer Groups Only)

1. Legal
Representative
“Anonymise”
Existing User,
Section 3 of email.

v

2. LR Selects
“Admin” “Manage
Users” Tabs.

v

3. Select the
“Anonymise” tab for
the chosen
Employee.

v

4. Complete the
“Employee Details”
page and select
“Submit”.

v

5. Provide the
Employee with their
new Username and

Password.

v

6. Your Employee
then completes
Process Flow F,

Section 3a of email.

v

7. Assigns
Access Roles
e.g. Digital
Service record
(DSR)

v

8. LR Re-applies
for Security
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for employees
and the
business via the
ids helpdesk
email address.
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Process Flow F
Employee Anonymise
(Dealer Groups Only)

1. Employee Uses
Anonymise Process
as partof a
Company, Section
3a of email

v

2. Employee uses
newly created
username and

password from LR

to login

v

3. Employee
Accesses and
confirms the Terms
and Conditions.

v

4. Employee is then
asked to changed
their password

v

5. Upon completion
of your account
migration, you will
retain your existing
account information
and your LR will
manage it.
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