
Instruction for Requesting an ISIS Security ID/BOXI Access 
 
 

1. The employee needs to complete the Security User ID form for the areas 
highlighted in yellow and sign the bottom of the form. 

  
2. The supervisor of the employee needs to email Tracy.Holmes@la.gov

requesting to have a user ID activated for the employee. Please indicate the type 
of permissions this person requires.  

 
3. If the employee needs BOXI access, the supervisor should include this request on 

an email and give the employee’s name, HR personnel number, phone number 
and email address. 
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