
OVERVIEW ELECTRONIC ACCESS PROCESS 
 

ARC Commercial/University, Bridge/Joint Appointment, Contract Staff, DOE, FEL, 
High School Student, Undergrad, HUGS, Teacher, Foreign national User, Visitor, 

Remote user, Industrial user 

Create account or log into Access Portal  

 

Complete Registration type, Citizenship and Country of birth 

Click Continue 

 

Complete Start date, End date and Institution 

Click Create visit  

*The person has now completed the Access Portal information* 

 

Complete all forms showing as required on dashboard  

*Registration type determines which forms are required* 

 

JRIS Receives – forward to sponsor 

*Registration cannot be sent to sponsor unless all required forms all complete* 

 

Sponsor approves – JRIS receives email to upload 

 

JRIS uploads registration form  

 

Check-in at SSC front desk 

ID/Immigration documents and completion of other paperwork 

• FACTS – Onsite 30 or more consecutive days 

*Contract Services – Contact DeAnn Maddox   *U.S. Users – Contact Lorelei Chopard 



Access Portal: Create account or log in  

 

 

Create a new JLab Guest/User Account: First time logging into Access Portal, person does not have a 
JLab account. A unique password will be sent to the non-JLab email address provided. Can change 
password upon login.  

Returning JLab Guest/User Login: Login in here with Non-JLab email and unique password that was 
emailed.  

Existing JLab Computer Account: Login here with JLab username and password. 

 

 

 



Registration types:  

 

Access Portal: Complete required field 

 



Access Portal: Complete required fields  

 

Access Portal: Dashboard  

**Click on forms to complete required task**

 



Registration form: Must complete all required * fields 

 

 

 

 

 



Registration form: Must complete all required * fields 

 

 

 

 

 



Registration form: Must complete all required * fields 

 

 

 

 

 



Registration form: Must complete all required * fields 

 

 

 

 

 



Registration form: Must complete all required * fields 

 

 

SAVE: Saves the form. Will show as ‘Required task in progress’ on dashboard 

SUBMIT: Submits registration form. Will show as ‘Required task completed’ on dashboard 

DELETE: Deletes everything the person completed on registration form  



Dashboard: ‘completed’ registration form 

 

 

Dashboard: ‘saved’ registration form 

 



I-94 form: *Only for Foreign Nationals* 

- Check box to confirm 
- Click submit  

 

 

 
 

 

 

 

 



W-8BEN tax form: 

- Complete required fields * 
- Click submit  

  

 



User/Collaborator Agreement: 

- Click box to accept terms and conditions 
- Click submit  

 

 

 



Dashboard: Completed Registration and required forms  
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