ABAC Employee Account Request Form

(print this FORM, complete by hand and route to appropriate administrator/manager )
Name: ___________________________________________
     

Position:  _________________________________________      Start Date: _________________________

Employment Unit/Area: ______________________________      Office Location: _____________________

Supervisor’s Name:   ____________________________________   


Check one:       


[image: image1] This is a new position.
 This is a replacement for ______________________________ 

The following account(s) are requested:  


[image: image3]   E-mail

[image: image4]   Telephone

[image: image5]   Domain Account (PC Login)


[image: image6]   Banner INB (staff)

[image: image7]   Banner Web (faculty)

[image: image8]   Discoverer
E-mail:  ABAC’s e-mail policy is located at www.abac.edu/OITS/policy/emailpolicy.htm.  Upon requesting an e-mail account and signing this form, the employee indicates that he/she has read, understands, and will abide by the college e-mail policy.  NOTE:  E-mail is not a secure nor private medium for communications. Any questions regarding your account access should be directed to OITS.  If you would like to subscribe to the ABAC Classifieds and receive notifications of items for sale, please contact OITS.  To be able to send a classified to the campus, you must also subscribe to the classifieds.  


Database:  ABAC’s student database (Banner) allows authorized access to information which is protected under the provisions of the Family Educational Rights and Privacy Act of 1974, as amended.  This legislation stipulates that student information, including but not limited to grades, grade point averages, academic standing, and social security number, may not be given to any third party without the prior written consent of the student in question.  All requests for student information should be directed to the Registrar’s Office.  Only authorized personnel are allowed to view these records, either on the monitor screen or in hard copy form.  A student may, in addition to the above limitations, request a “directory hold” which prohibits ABAC personnel from releasing any information to a third party.   Failure to follow these guidelines can jeopardize both the College and the employee.  Any questions regarding your information-access responsibilities should be directed to the Registrar’s Office.  Printed material containing student information must be disposed of properly (shredding) when the information is no longer needed.  
Signing this form indicates that “I have read the statements above and understand how I may use the ABAC Banner student database.

Telephone:  ABAC’s telephone policy is located at www.abac.edu/oits/voip/pandpmanual.htm.  Upon requesting a telephone account and signing this form, the employee indicates that he/she has read, understands, and will abide by the college phone policy.  Any questions regarding your account access should be directed to OITS at 391-4850.

Employee’s Signature 






Date 





Supervisor’s Signature 






Date 




The Secretary or Contact Person for your area will be provided with the necessary information to assist you in activating your account(s).

Do Not Write Below This Line
Data Administrator
__________________________________
Account Name
____________________________                   

Date Form Received
____________
Date Account Activated _____________   Date Returned  ______________
Database Administrator
__________________________________
Account Name
____________________________                   

Date Form Received
____________
Date Account Activated _____________   Date Returned  ______________
VoIP Account Manager
__________________________________
Account Name
____________________________                   

Date Form Received
____________
Date Account Activated _____________   Date Returned  ______________
E-mail Administrator
__________________________________
Account Name
____________________________                   

Date Form Received
____________
Date Account Activated _____________   Date Returned  ______________
Domain Administrator
__________________________________
Account Name
____________________________                   

Date Form Received
____________
Date Account Activated _____________   Date Returned  ______________
Last Updated:  August 2011
