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	Requestor Information
	Name:
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	Dept:
	[image: image7.wmf]


	Fax:
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	EMail:
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	Please indicate the role(s) you will be performing by checking off the appropriate boxes.



	Access Requested
	Human Resources
	Financials
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	Default Location:

This is where you are physically located (building and room).

Default Ship To:

This should indicate where the majority of goods will be shipped to.  You may select another Ship To when creating the requisition.

Requisition Approvers:

Additional information may be required to grant access.  Your department head may receive a form to update requisition workflow.

	
	Please provide a description of the functions you need to perform in each system.
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	Verification
	Dept Head / Manager:
	
	Date:
	

	
	Data Custodian:
	
	Date:
	

	
	Trainer:
	
	Date:
	

	
	Security Administrator:
	
	Date:
	


· All users will be added to the appropriate distribution list(s) to be notified about system downtime, upgrades and other notifications.

· All users must read and sign the Computing Awareness and Data Security Compliance statement.

	Access Request Process / Instructions

	EMail:

(1)  Fill out form online.

(2)  Save form.

(3)  Send as an attachment to your department head.

(4)  Department Head:  Please forward form with your approval indicated in the body of the mail to accessrequest@uml.edu. 
	Mail:  

(1)  Fill out form online.

(2)  Print out the form.

(3)  Obtain your department head’s signature.

(4)  Forward form to Security Administrator, IT, Olsen Hall Rm 100, UML North.
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