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Procedure for obtaining or updating access to Datatel client screens
For NEW access

1. The person must be hired, and must already have a record in the PERSON file.  HR will create that.  For temporary employees only, temporary User IDs may be assigned.  For all regular employees, a permanent User ID is created.     
2. Supervisor for the new employee should request and fill out the form, “new user form.pdf” available under Datatel in Outlook Public Folders or via the ITS web site.  
Note: if the new employee needs access to Benefactor instead of or in addition to Colleague, just write that in the comments field, and ignore what doesn’t apply.

3. Obtain the appropriate Module Administrator(s)' signature on the form.  The Module Administrator is the person responsible for a specific area of the software system.  At the current time, those people are the following:

	Ron Cox, Business Office
	all CF modules; AR & CR in ST

	Lynn Thiesen, Financial Aid
	FA in ST

	Kathy Goodlive, Admissions and Records
	All ST except as noted above

	Amy Daily, Human Resources
	all HR modules

	Ahn Fielding, Community Development
	all Benefactor access

	ITS
	CORE


It is possible that you may need several module administrators’ signatures.  If so, please ask them to sign wherever space permits.

4. Bring the completed and signed form to ITS.  Please allow about 48 hours for setup to be completed.  The supervisor and employee will be notified by e-mail when this is completed.

For changes to access, additional access, or security changes
1. Supervisor for the person should request and fill out a form, “security change form.doc” (available at the same locations as the form cited above).
2. Obtain the Module Administrator(s)' signature on the form.  See item #3 above.

3. Bring the completed form to ITS
4. The supervisor and employee will be notified by e-mail when this is completed.
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