
 

MIDAS Account Extension 

Request an Account Extension for Yourself  
1. Log in to https://midas.odu.edu and select Account Extension under 

My Account on the menu. 

 

2. Select Yourself and click Next. 

 

3. Confirm your budget code and supervisor. MIDAS will fill in the most 
recent info it has on file, but you can make edits here if things have 
changed. (A supervisor name is optional, but it helps speed things 
along). Click Next. 

 



 
4. Provide justification as to why accounts are still needed and click 

Next. 

 

5. Review the summary and click Finish. Your request will be processed 
and submitted. 

 

  



 
Request an Account Extension for Someone Else  
A supervisor or office manager can request account extensions for 
employees in their area. 

1. Log in to https://midas.odu.edu and select Account Extension under 
My Account on the menu. 

 

2. Select Other Employee and click Next.  

 

3. Enter the employee’s UIN, MIDAS ID, email address or name into the 
Search box, click the Search button, then select the employee’s name. 
Click Next. 

 



 
4. Confirm the employee’s budget code and supervisor. MIDAS will fill in 

the most recent info it has on file, but you can make edits here if 
things have changed. (A supervisor name is optional, but it helps 
speed things along). Click Next. 

 

5. Provide justification as to why accounts are still needed and click 
Next. 

 



 
6. Review the summary and click Finish. Your request will be processed 

and submitted. 
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