Office of Admissions & Records Approval of Access to Student Record System

Office requesting access: _________________________________

Personnel needing access to student record system:

Name: ____________________________________

Title: ________________________________

Job functions which require access to student record system: ________________________________________________

New position?  YES _____  NO _____      If YES, indicate below which screens are requested.

Replacement for previous employee?  YES _____  NO _____  

If YES, who was replaced and should new personnel have the same access as the previous employee?  

Person replaced:  ______________________________
Same access:  YES _____  NO _____

If this is NOT a new position and NOT a replacement for a previous employee, ie. additional access is requested for a current employee who already has some CICS access, please indicate below which screens are requested.

Supervisor responsible for security and training of personnel using the student record system:______________________

CICS access approved by department: _______________________________________






Department Chair/Director

Date

Admissions & Records approval for new personnel to have same access as previous employee: ____________________















   Date

_________________________________________________________________________________________________

Screens requested for new positions, 

or to give additional access for continuing employees:


Approvals:

Inquire screens

_____ A/DA







_________________________________


Printer ID to be used: __________________


College Dean


      Date


LU/terminal ID to be used: _____________

_____ Student inquire information




_________________________________


(RA20, STAT/STAC, DSCS, DSTS, DSAS, DOCS,DACS)
Office of Admissions & Records      Date

_____ Permanent record file information



_________________________________


(DSPR, STEF, DSPT)





Office of Academic Records            Date

Input screens

_____ Master Course Inventory course request input & approval

_________________________________


(mcir,mcr2, mcr4, mcr5, mc10-12, mc20-22)


Office of Academic Bulletins
      Date

_________________________________________________________________________________________________

After the Department approves the request, if A/DA is requested this form should be forwarded to the College Dean’s office and then to the Office of Admissions & Records, Buchanan Hall 133.  If A/DA is not needed, this form can be sent directly to Admissions & Records.

NOTE:  Access to other CICS screens requires approval of appropriate office:  Office of the Bursar approves access to SBO screens, Financial Support Systems approves access to CUFS, Financial Aid approves access to SAM, and Personnel Services approves access to HRMS.  Registration approves access to SREG (Registration) and ADRP (add/drop), and Classroom Scheduling approves access to SKUP (class schedule information update). 

