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Users



The following guidance outlines how to provide eCOMS access to other users within your organisation.
To complete this process you must be either the Nominated Representative or Additional
Representative for your organization.

Note: Operatives added in eCOMS do not require and ECA web account. This is only required for those
who will be administrating & using the eCOMS tool.

1. Login to your MyECA account & select MyECA

Q Seach 2 MyECA ) Findamember Logout My Region

Membership Industry Member Events Representation Downloads Contact
Sectors Support

Excellence in Electrotechnical &
Engineering Services

ECA (Electrical Contractors' Association) supports and represents the UK industry
(excluding Scotland).

2. Select Manage Employee Accounts in the Your Account Section.

« B

Your Accofint Core Member Services Promote Your Business More Member Services
Email Prefefences BSI Documents ECA Member Logo Usage Key Services & Benefits
Manage Yojr Account Member Support ECA Associate Logo Usage Partner Discounts
Membership Account ECA Helpline Details FSA Member Logo Usage Loan Labour Scheme
Manage Employee Accounts ECA Warranty, Bond & Guarantee ECAVan Decals CHAS Assessment
Manage Your Logo Editable Certificates Member Promotional Text ECA Electrical OM Software
Subscription Notice 2021 eRAMS Personalisation of ECA Rules, Accounts & Governance
Generate VAT Receipt Regional Network publications The Nominated Representative
Turnover Declaration
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3. All eCOMS users are required to have an ECA Web Account. If the employee does not currently
have a web account, they will first need to be added. This can be done by selecting Add New
Employee

Q Search 2 MyECA @ Find a member Logoi t My Region

Membership Industry Member News & Contact

Sectors Support Blogs

Representation

HOME » MYECA - SELF SERVICE AREA > MANAGE EMPLOYEE ACCOUNTS

Manage Employee Accounts

BS| Documents 4
i »

Email Preferences Here, you can manage your current users, or add new ones. You can also detegmine your approval settings, so that requests
for ECA accounts either require approval from the Nominated Representatje, or, are automatically approved based on their

Manage Your Account L4 . . . . . N
email domain(s). You can change your settings any time and override any afitomatically approved accounts. We recommend

Vol e > you avoid generic domains.

;/Ianaget Employee > Auto Approval Settings R e EaploT ot

ccounts

® Nominated Representative to Approve
> O Auto Approve (based on domain)

Manage Your Logo

4. If the employee already has a web account, select Active Web Accounts to view the list of all
current users with a web account.

Select the penicon (¢ on the line of employee you wish to provide eCOMS access to.

Pending Web [+]
Active Web Accounts (8) (-]
Approval
Employee Email Type Approved By On Actions
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5. Inthe Person Roles section select tick box for eCOMS and then select Save

Per3qn Roles (-}

Award MeQer O Director O eRAMS

Council MembM O Principal Duty Holder Board Member
Standing Commitdg Member | REC Member BSI Representative
Nominated RepreserNgtive O Legal contact Honorary Member

O HR contact
O PR contact
N Additional Technical contact

O Qualified Supervisor
Additional Representative

O Account Contact

ECA Web Portal Access
Alternative Representative

LL.Dchaica] contact

This user will now be able to access eCOMS via https://ecoms.eca.co.uk

The employee’s login details for eCOMS will be the same login details as the ones for their ECA
web account.
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