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Making Institutional Purchases through Apple

1. Access the Apple Institutional website using the following URL,
myaccess.apple.com.

2. If you currently do not have an Apple ID, you will select the “Sign Up” button on
the website.
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3. If you have an Apple ID, you will select the “Sign In” button on the website. Enter
your Apple ID and your password. You can skip to step six.

4. The page requires you to enter your first name, last name and your e-mail
address. You will need to type the correct symbols appearing in the “captcha.”
Once you have all information input, select the next button.

My Access

nter your name aed emait below. (Notw: A% fialds are mandatory ualess “sptional” it
stated in the field)

Sign Up
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https://myaccess.apple.com

5. An e-mail will be sent to you at the address you entered previously. Included in
the e-mail is a validation key that you will enter to validate your e-mail address.
Once the validation key is entered, select continue.
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6. A company/institution number and your country are required. UNLV’s number is
22299. Select the United States as the country. Once you select the country, the
page will update and will have UNLV Business Center listed. You will need to
select the radio button just to the left of it, verifying that is the correct information
and then click next.
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Figure 5

7. Please read the Terms of Service and Privacy Policy and then select “| agree” to
move on to the next page.

My Access

Sign Up URLY Worker | univ@ihelser.com

Terms of Service and Privacy Policy

3 Contact Agreement
| Don't Agree m

Figure 6

8. The next page will ask you to input a password and select three security
questions. Once that data is input, please enter your birthdate. If you feel there is
a chance that you cannot gain access to the e-mail address you provided earlier,
you can put an alternate e-mail address in the Rescue E-mail field. Select next
once data is entered.
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My Access
< UNLV Worker | unlv@jdheiser.com
Sign Up JNLV BUSINESS CENTER
Security Question Who was your first teacher? +
er Smith (]
8 Security Question | Who was your best childhood friend? s
) Answer  Ralph ©
4 Security ’ Security Question | Where were you on January 1, 20007 +
e Answer  Spain (]
> Confirmation
Da July ¢) (4 2] (1976 ¢ (]
i
Back Next
Car

Figure 7

9. The security page will then display the information you input to ensure it is
correct. Click “submit.”

10. You will then log again on using the credentials that you entered earlier. The

system then takes you through a guide on how to use “My Access”. You may
select close to move on.
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Cetting Started

m 2. Applicat... 3. Locations 4. Locations 5. Profile 6. Profile 7. Help

Introduction

With My Access, you can easily register your
business accounts at Apple. You can also quickly
request access to applications and update your
account information from a central location-all in
just a few clicks.

In the next few minutes, you'll learn how to

e Request access to an application
o Add locations to your profile

o Edit your profile

o Find help

Figure 8

11.No applications will currently be assigned to your account. Select the blue button
“‘Request Access.”

’

My Access .

Welcome, UNLV Worker | unlv@jdheiser.com UNLV BUSINESS CENTER Sign Out
B} Home
: “ Aurtoutes
Locations.
SL wyProfile
My Applications Last Sign In Status
Your profile contains no applications at this time.
Resources
Getting Started
Help

Figure 9
12. Please select the radio button just to the left of the Apple Online then select next.
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Request Access

Application Location Attributes Review Confirm

Applications Description
Py

(*) Apple Online Store

\

rovides a quick and efficient way to browse new and featured products
from Apple, create proposals, order, and check order status.

Figure 10

13. You will then be presented with the UNLV Business Center data with a radio
button to the left. Select the button and then clock next.

14.The attributes to allow management of your account are needed on this page.
The first item to select is the your role. Select the drop down button next to role
and select Proposer. This role allows you to purchase and to build quotes. Enter
your manager’s name and e-mail address.

INFORMATION TECHNOLOGY



Request Access

Please complete all required attributes below.

Required Attributes

Role °

Manager's Name

Manager's Email

()

Manager's Email (]
Optional Attributes

Manager's Phone

Cancel

Confirm

Figure 11

15. The next page allows you to review the data you just entered.

correct please click submit.

If everything is

Request Access

You're requesting access to Apple Online Store. Please review your information below.

Name: UNLV Worker
Role: Proposer

Location: Q UNLV BUSINESS CENTER

Attributes:

Manager's Name
Manager's Email

Manager's Phone

Cancel

Figure 12
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Notification Request Information

Apple Online Store Request ID: 100000016616

Your request has been submitted and Is being processed. Request Date: 05/24/2012
We'll get back to you shortly.

Name: UNLV Worker

Thank you, Company / Institution: UNLV BUSINESS CENTER
Apple Inc. Role: Proposer
Customer Account Number: 22299
Corporate Customer Number: 4248
Contract Name: NEVADA LAS VEGAS,
UNIVERSITY OF
Figure 13

16. The page will then refresh stating that your request has been submitted and you
will receive an e-mail from Apple shortly.

Request Access

v Your request has been submitted. You'll receive an email notification shortly.

Figure 14

17.Your manager or approver will also receive an e-mail so your request to the
website can be approved.

18.0Once your manager or approver approves your request, you will then be able to
build quotes or order Apple products from the Apple Institutional website.

If you need further assistance, please contact
the UNLV IT Help Desk at 702-895-0777.

Office of
UNW‘ INFORMATION TECHNOLOGY





