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Guidance Document: Accessing the
Management System library

1

3.2

3.21

3.2.2

Purpose
This document provides guidance on how to access the management
system library for internal and external users.

Scope
London Underground, its suppliers and third parties.

Guidance

If you are within London Underground (LU) on a One London desktop you
can access the management system through this link
http://onespace.tfl.gov.uk/lu_/cms/default.aspx. For guidance on
navigation go to section 7 of this guide.

If you are external to LU follow the instructions below.

Request a login by sending an email providing the following information
to the email address managementsystemaccess@tfl.gov.uk:

First name

Last Name

Company

E-mail

Phone Number

Date Requested

LU Sponsor’'s Name (e.g. Project Manager or Procurement
Agent)

o LU Project or contract name

You will receive an email with a link to the management system
registration page. It will look like this:

Dear XXXXXX@XXXXXXXXXX.COM

You have been invited to register for access to the management system library. To
complete the registration, simply click the link below.

Reqister

The Management system library Registration Services
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3.2.3 When you click on the ‘Register’ link, you may be asked to enable ActiveX
control, as indicated below

—— Whale
3 Communications

A Micros Y iz site is pro y the Intelligent Applic

TiL Client Components were not installed on this computer. This can be due to one of the following:
= You have selected notto install the components while accessing the site.
= Your browsers security settings prohibit the download of signed Activex controls.
= You do not have local administrator privileges. To install TiL Client Components, log on to this computer
with local administrator privileges, and then re-enter this site.
Flease note that this might affect your experience with this site, depending on corporate security
considerations.

Depending on your browser configuration, the browser may prompt you for the installation of these security
components in the Information bar, near the top of the browser, below the Address bar:

@ This site might require the Following ActiveX contral: "whale Communications' Client Components' From
"whale Communications, Inc.'. Click here toinstall, ..
In this case, take the following steps:
1. Click on the Information bar and, from the menu, select Install ActiveX Control.
2. Follow the instructions on the screen to install the ActiveX contral.

Hote: If the Internet Explorer Information bar is not displayed in your browser, make sure your browser
enables the download of signed ActiveX controls, then try to access the site again and select to install the TTL
Client Components. Make sure you log on to Windows with power-user or administrator privileges.

[ Continue with LIMITED functionality |

3.2.4 You will then be directed to a registration screen
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3.2.5 Select and enter a password. Your password must be 8 characters long and
needs to include a ‘special character’ (e.g. ‘@”).

3.2.6 You should then enter a password recovery question and an answer you will
remember.

gd# cms
i CM3 Portal

CMS5 = Register

Register

Use this page to register for access to this site,

Account Information

Provide the account information for your new account. If you would like to register for access to
this site with an existing account dick the 'Register with an existing account’ link.

Password
Your password must be at least 8 characters long, and must indude a mixture of UPPER. and
lower case letters, numbers AMD specdial characters.

Password Example
Umbr 3@

Recover Password Question and Answer

The question and answer provided may be used by a user to recoverfreset his or her password.
These fields are required when creating a new user.

3.2.7 You will then be directed to a logon screen; but DO NOT LOGIN immediately.
(If you try to login at this point, you will be told the server does not recognise
your login equally do not try to reset your password to solve this.)

3.2.8 You will receive an email saying that your request is being evaluated, as per
the below example:
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