
TRAINING FOR IRIS USERS
The HHS Enterprise Portal 

Click here to begin



About this Document

This document was designed to be read interactively on your computer, 
tablet, or smart phone. 

OK



This document is not meant 
to be read in sequential 

order. If necessary, hide your 
TOC/thumbnail panel for a 

better user experience.

OK



Click the arrows at the bottom of the page to 
move throughout the document.

OK



Click on the area beside the large arrows to move to the next step.

Click here



If your access to the portal or IRIS is not granted after it is approved…

Phone: 512-438-4720

Toll Free: 1-800-435-7181 TDD 711

Email: help@hhsc.state.tx.us

Contact the Help Desk at:



Click on the user type that best describes you.

• I am an HHS employee, but not a Supervisor.

• I am an HHS Supervisor.

• I am an HHS Contactor.

Click here to view HHS Help Desk contact information



Select a topic.

• Register for an HHS Enterprise Portal account.

• Request an IRIS account.

• Sign the Acceptable Use Agreement.

Click here if you are locked out of your account or experiencing 
other issues…



Select a topic.

• Register for an HHS Enterprise Portal account.

• Request IRIS access for myself.

• Request IRIS access for an employee.

• Delete an employee’s IRIS account.

• Review and approve or deny a staff member’s IRIS access request.

Click here if you are locked out of your account or experiencing 
other issues…



If you need to remove IRIS access for a staff member, and the original IRIS access 
request was NOT completed through the portal, contact the Help Desk at:

Phone: 512-438-4720
Toll Free: 1-800-435-7181 TDD 711
Email: help@hhsc.state.tx.us

OK

Select OK to review the steps for removing IRIS access through the portal.



Select a topic.

• Register for an HHS Enterprise Portal account.

• Request IRIS access.

Click here if you are locked out of your account or experiencing 
other issues…



Navigate to the portal and select Register.



Navigate to the portal and select Register



Select your user type
(first option)



Select your user type. 
(second option)



Fill out your user profile and click Next.
(Fields with asterisks cannot be left empty)

OK



Enter your Employee ID and click Next.

00112233445

00112233445



Check your inbox for an email that contains 
your username, temporary password, and 

link to the portal. Click on the link.

OK



10-Day Request Period

• You will receive an request update via email within 10 days.

• Communicate with your Supervisor if the 10-day period is almost over and you
have not received an update. If your Supervisor fails to respond to your request,
you will be forced to resubmit an access request.

• You will receive an email after your request has been approved. This email
contains your username, temporary password, and a link to the portal. Click the
link to access the portal.

Next



Enter your username and temporary password in the fields provided, then click Sign In



Enter your username and temporary password in the fields provided, then click Sign In



Sign the Acceptable Use Agreement 

• Read the agreement, scrolling to the
bottom of the page to enable the
confirmation checkbox.

• Check beside the confirmation
checkbox

• Enter your first and last name as it
appears in CAPPS (if you are an HHS
Employee) or as it was entered when
you registered for an account (if you
are not an HHS Employee).

• Click Next.



Sign the Acceptable Use Agreement 

• Read the agreement, scrolling to the
bottom of the page to enable the
confirmation checkbox.

• Check beside the confirmation
checkbox

• Enter your first and last name as it
appears in CAPPS (if you are an HHS
Employee) or as it was entered when
you registered for an account (if you
are not an HHS Employee).

• Click Next.



Create a Password. 

***************

***************



Create a Password. 



Select and answer three security questions.



Answer your security questions.



Sign into the portal and click Manage Access under Access Management. 



Sign into the portal and click Manage Staff under Staff Management on the Main Menu.



Sign into the portal and click Manage Access under Access Management on the Main Menu.  



Sign into the portal and click Manage Staff under Staff Management on the Main Menu.



Sign into the portal and click Manage Staff under Staff Management on the Main Menu.



Click Manage Access in the row of the staff member you would like to request access for.



Click Manage Access in the row of the staff member you would like to request access for.



Click Add/Modify Access at the top of the screen.



Click Add/Modify Access at the top of the screen.



Use the scroll bar or search functions to find the IRIS application of your choice. 
Click the box beside it to add it to your cart.



Use the scroll bar or search functions to find the IRIS application of 
your choice. Click the box beside it to add it to your cart.



Use the scroll bar or search functions to find the IRIS application of 
your choice. Click the box beside it to add it to your cart.



Use the scroll bar or search functions to find the IRIS application of 
your choice. Click the box beside it to add it to your cart.

: Carolynn Lilith



Existing accounts are displayed at the top of the list in shaded rows. Click on the box bedside 
the account to add it to your cart.



Select Next after you have made your selection.



Select Next after you have made your selection.



Select Next after you have made your selection.



Select Next after you have made your selection.



Select Next after you have made your selection.

: Carolynn Lilith



Select Information Required.



Select Information Required.



Select Information Required.



Select Information Required.



Select Information Required.

Modify Access



Select Remove Access and click Next. 



Choose to remove user’s access on today’s date, or on a future date.



Choose the access details. The screen will change depending on the type of selections you select.



Choose the access details. The screen will change depending on your selections.



Choose the access details. The screen will change depending on your selections.



Choose the access details. The screen will change depending on your selections.



Select Next after you have finished making your selections.

AB1234567



Select Next after you have finished making your selections.

AB1234567



Select Next after you have finished making your selections.

AB1234567



Select Next after you have finished making your selections.

AB1234567



Read the confirmation message and check the box beside it.



Read the confirmation message and check the box beside it.



Read the confirmation message and check the box beside it.



Read the confirmation message and check the box beside it.



Read the confirmation message and check the box beside it.

Modify Access



Select Submit Order.



Select Submit Order.



Select Submit Order.



Select Submit Order



Select Submit Order

Modify Access



You will receive a confirmation message containing your order and reference number. To 
stay updated with the status of the request, click My Orders at the top of the screen.

OK



If your access to IRIS is not granted after it is approved…

Contact the Help Desk at:

Phone: 512-438-4720

Toll Free: 1-800-435-7181 TDD 711



You will receive a confirmation message containing your order and reference number. To 
stay updated with the status of the request, click My Orders at the top of the screen.

OK



If your access to IRIS is not granted after it is approved…

Contact the Help Desk at:

Phone: 512-438-4720

Toll Free: 1-800-435-7181 TDD 711



You will receive a confirmation message containing your order and reference number. To 
stay updated with the status of the request, click My Orders at the top of the screen.

OK



If your access to IRIS is not granted after it is approved…

Contact the Help Desk at:

Phone: 512-438-4720

Toll Free: 1-800-435-7181 TDD 711



You will receive a confirmation message containing your order and reference number. To 
stay updated with the status of the request, click My Orders at the top of the screen.

OK



If your access to IRIS is not granted after it is approved…

Contact the Help Desk at:

Phone: 512-438-4720

Toll Free: 1-800-435-7181 TDD 711



You will receive a confirmation message containing your order and reference number. To 
stay updated with the status of the request, click My Orders at the top of the screen.

OK

Modify Access



When an access request is up for review, you will receive an email, and a notification will be 
posted on the your Home page. Click “Review Request” on the notification.   



Review the request details. You can make adjustments to the access if needed. Select Deny
to deny the request. Select Approve to approve the request. 



After you select one of the options, an Add Details pop-up window will open. You are only 
required to add details if you are denying the request. Select OK to complete the request.











Do you have an up-to-date AUA already on file?

yes no







OK



Lesson Complete
What would you like to do next?

• Return to List of Topics
• Return to Home
• Go to Contact Info 



If you are locked out of your account or experiencing other issues…

Contact the Help Desk at:

Phone: 512-438-4720

Toll Free: 1-800-435-7181 TDD 711


