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TRAC Tip Sheet: Approving New Accounts in TRAC 
Guidance for Grant Project Directors (or Alternate Project Directors) 

1) Once a grantee staff signs up for access to the TRAC system, the Project Director or Alternate Project 
Director will need to approve the request before the new user can become active.  To do this, first 
sign into the TRAC system and click on the “My Account” link. 

2) The “My Profile Page” will open.  If the PD/APD has access to multiple grants the grant selection 
page will open first.  You do not need to select a grant at this point. 

3) Click on “Manage Accounts”, and the select grant page will open if you have access to multiple 
grants.  Select a grant if applicable. 
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4) The “Manage Accounts” page will display “My Grant Information”, “Requests for Access”, “Current 
Users”, and “Inactive Users”. 

5) Under the “Requests for Access” Section, click on the dropdown arrow and select a “User Role” to be 
assigned to the new user. 
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6) To approve or disapprove the request click on the “Approve”  or “Disapprove” radio button under 
the Action column and click “Submit”. 

Note: Once the request is approved, the grantee will receive emails containing their login 
information and a temporary password, and a link to the TRAC website.  

7) If disapproving, enter the reason for the disapproval in the comments box and then click “Submit”. 
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8) After clicking “Submit” a message box will appear.  Click “OK” to continue. 

Note: The approved users will move from the “Requests for Access” table to “Current 
Users” table.  
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9) To inactivate a user, click the “Inactivate” box under the Action column. Enter any comments in the 
“Comment” box and then click “Submit.”   

10) A message box will appear to confirm the action.  Click “OK” to confirm. 
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Note: The inactivated user will move to the “Inactive Users” table and their account will 
be disabled. 

11) To reactivate a user, click on the “Reactivate” box in the Action column and click the “Submit” 
button. 
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12) A message box will appear to confirm your selection.  Click “OK” to confirm. 

Note: The reactivated user will be moved back to the “Current Users” table.

 

13) To double check that all staff has been added or removed correctly, click on the “My Profile Page” 
link from the menu.  New users will be listed under the “Staff with access to TRAC” section.  
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