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End User Instructions

FORM – Computer Account Request Form
Use:
Request access to or modify existing account(s) with server and mainframe services. Examples of services are ImageNow, CSGold, HRS, SIS. A complete list is available on the form.

Access:
Access the form via the (http://www.siue.edu/OIT/) Office of Information Technology web site.  Under Services provided by, choose Account Request Form.  You must use Internet Explorer to open the form. The first time you open a form you will be asked to download a file (FormFlow 99 Controls). You will click ‘Yes’.

Instructions:
Complete the form online using the following instructions: (Unless otherwise noted, all fields are REQUIRED.) 

Requester Information Section:
Provide basic information about the requester.

Type of request
Select one.

New: Do not have an account for any of the services listed on the form.

Modify: Currently have an account and requesting additional services or making changes to an existing account (i.e. need access to additional screens in SIS) 

Cancellation: To request all accounts be cancelled. Usually submitted by the department when an employee is no longer with the university. Make sure responsibilities for any data associated with an account have been reassigned prior to cancellation. When an account is deleted, all data associated with that account will be gone.

Change In Status: Currently have an account and changing departments or responsibilities and no longer require access to certain services. Or to report any change for the employee that is listed in the Requester Information Section.

Last Name
Type the last name of employee the request is for.  

First Name
Type the first name of the employee.

MI 
Type the middle initial. This is very important since it is not uncommon for employees to have the same first and last name.

Job Title
The job title of the employee.

Employees ID
The Social Security number of the employee.

Select one:
Select the type of employment status.  If Other, please explain in Comments/Special Instructions.  

Comments/Special Instructions



To note any special instructions or explain employment status.

Building Name
The name of the building where the employee is located.  

Room #
Room number for the employee’s office.

Work Phone #
Phone number for the employee.

Department
Department name where employee works.
Signature
Signature of the requester. 


Services & Approval Section:  Indicate service(s) that apply and approval signatures of the requester.

Check all that apply
Check all services that apply. 

Micros

Micros account requests are for the Micros Cash Register System.  Managers, supervisors, directors & anyone other than a cashier, will need to fill out this form.  The person will be given their account information during training. It is the responsibility of the user’s supervisor to schedule training and submit the form.  The supervisor and Fiscal Officer will both need to sign the form.  Access to this system will require Micros client software on the user’s PC.

CS Gold


CS Gold accounts are for the CS Gold system (Cougar Cards).  To obtain a CS Gold account, the person receiving the account must be trained.  The person will be given their account information during training.  Additional detail as to what parts of CS Gold the user will need access should be listed on the form under “Comments & Special Instructions”.  It is the responsibility of the user’s supervisor to schedule this training and submit the form.  The supervisor and Fiscal Officer will both need to sign the form.  Access to this system will require CS Gold client software on the user’s PC.

Data Card


Data Card accounts are for users who will be creating the Cougar Cards (Campus Recreation or Service Center Workers).  To obtain a Data Card account, the person must receive training on one of the Data Card systems.  The person will be given their account information during training.  It is the responsibility of the user’s supervisor to schedule this training and submit the form.  The supervisor and Fiscal Officer will both need to sign the form.

Parking


Parking accounts are for anyone accessing the Power Park system, other than ticket writers.  The person will be given their account information during training.  It is the responsibility of the user’s supervisor to schedule training and submit the form.  This form will need to be signed by both the Parking Services Manager and the user’s immediate supervisor.  Access to this system will require Power Park client software on the user’s PC.

CSI


CSI is the Campus Recreation System.  To obtain a CSI account, the person must have training.  The person will be given their account information during the training.  It is the responsibility of the user’s supervisor to schedule this training and submit the form.  The supervisor and Fiscal Officer will both need to sign the form.  Access to this system will require CSI client software on the user’s PC.

Make a note of the changes in the Comments/Special Instructions if modifying an account or submitting a change of status. Request for mainframe services will be forwarded to the appropriate office for authorization.

NOTE: Please note that access to some of the services require training prior to issuing ID and password.

Name of Supervisor 

Type the name of the immediate supervisor.

Signature of Supervisor
Supervisor must sign in ink.  

Supervisor’s Email 
Supervisor’s email address.

Phone #
Phone number of supervisor.

Name of Fiscal Officer or Unit Head 


Type the name of the Fiscal Officer or Unit Head.

Signature of Fiscal Officer or Unit Head

Fiscal Officer or Unit Head must sign in ink.

Date
Date signed by Fiscal Officer or Unit Head.

For Security Administration Use Only Section:  

The Security Administration staff completes this section.

Routing:
To submit: complete the form on-line, print the form, get required signatures, attach any supporting documentation and mail to: Joe Loring, Box 1068 or fax to extension 3599. 
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