MIDAS Account Extension

Request an Account Extension for Yourself

1. Loginto https://midas.odu.edu and select Account Extension under
My Account on the menu.
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Account Request

NO Account Extension Services Account Summary
Lh Your role with the university is Administrative MIDAS ID:
i — Faculty. dmidgett
Two-Factor Authentication You have all default services. Staff Email Address:
dmidgett@odu.edu.SCRUB.TEST
Groups with expiring members [1] View service details Two-Factor Authentication

Reactivate phone
Group with expired members © Synchronize all services

2. Select Yourself and click Next.

Account Extension Request

Start the account extension process
Choaose the requester

Are you requesting the account extension for yourself or someone else?
@ Yourself
~) Other Employee

< Previous ‘Next>\ Cancel || Finish

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.

Account Extension Request

Employee information
Enter employment details

Please update the budget code®, if necessary:

Please note:
* The budget code is used for routing purposes only.
s If you don't know your budget code, please ask the supervisor. Hint: The budget code on your latest account request was
* Affiliates working for an external organization may not have a budget code. In that case, please switch to the external organization selection.

Supervisor: Search

It is strongly encouraged to set a supervisor to ensure accurate and timely processing.

{m] Next > ‘_CE:E_‘ Finish




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

Account Extension Request

Request the account extension
Enter details pertaining to the account extensfon request

Current Expiration: - unknown -

Please note: You can still proceed even if the system is unable to determine the current expiration date.
Extend Until: 2027-09-03  update

Justification for Extension:

This employee is still working in this department.

< Previous Cancel | Finish

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

Account Extension Request

Review
Review the request data

Please verify that the entered values are correct. If everything is in order, click Finish to start the request.

Employee:

Budget Code:

Supervisor:
Current Expiration: - unknown -
Extend Until:  2027-09-03

Justification:  This employee is still working in this department.

<Previous | Next> [ cancel || Finish |




Request an Account Extension for Someone Else

A supervisor or office manager can request account extensions for
employees in their area.

1. Loginto https://midas.odu.edu and select Account Extension under

My Account on the menu.
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2. Select Other Employee and click Next.

Account Extension Request

Start the account extension process
Choose the requester

Are you requesting the account extension for yourself or someone else?
O Yourself
@ Other Employee

< Previous . Cancel ‘ Finish

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.

Account Extension Request

User Search
Search for the employee

Find people by name, account, email, UIN, or system identifiers. Results
Note: Use the percent sign (%) as a wildcard character for your °

search.

Search

Search Clear Search
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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.

Account Extension Request

Employee information
Enter employment details

Please update the budget code @, if necessary:

Please note:
+ The budget code is used for routing purposes only.
« If you don't know the requester's budget code, please ask the supervisor. Hint: The budget code on the requester's latest account request was

s Affiliates working for an external organization may not have a budget code. In that case, please switch to the external organization selection.

Supervisor: Search

It is strongly encouraged to set a supervisor to ensure accurate and timely processing.

< Previous || Next > | Cancel_l Finish

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

Account Extension Request

Request the account extension
Enter details pertaining to the account extension request

Current Expiration: 2026-08-31

Please note: You can still proceed even if the system is unable to determine the current expiration date.
Extend Until: 2027-09-03 = update

Justification for Extension:

This employee still works in this department|

< Previous || Next > L Cancel 1 Finish




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

Account Extension Request

Review
Review the request data

Please verify that the entered values are correct. If everything is in order, click Finish to start the request.

Employee:

Budget Code:

Supervisor:
Current Expiration: 2026-08-31
Extend Until: 2027-09-03

Justification: This employee still works in this department.

< Previous | Next > [ Cancel “ Finish ]
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