Note: This form is for ADMIN/STAFF  ACCOUNTS  ONLY. COMPUTER NETWORK - LOGIN ACCOUNT REQUEST (ADMIN)
[image: logo with hartnell.jpg]
IT DEPT
755-6789, Bldg E, 113
Ithelp@hartnell.edu

For ACADEMIC/FACULTY accounts, fill out a separate form available on the R drive/IT_Department/Forms

	Date:
	[bookmark: Text1][bookmark: _GoBack]     


NOTE: Employee ID# is REQUIRED in order to create account – please obtain # from HR before submitting form to IT.
	EMPLOYEE’S INFORMATION
	
	Location

	Last, First, MI:
	[bookmark: Text2]     
	
	[bookmark: Check5][bookmark: Check6][bookmark: Check7]|_| Main Campus   |_| King City Center    |_| Alisal Campus

	Employee ID# (required)
	     
	
	Type of Employment

	Department:
	[bookmark: Text3]     
	
	[bookmark: Check2][bookmark: Check1][bookmark: Check4]|_|Full-time             |_| Part-time        |_|Student Worker *

[bookmark: Check17]|_| Contract/Temporary:
[bookmark: Text10]        Specify contract  “End Date”         


	Job Title:
	[bookmark: Text4]     
	
	

	Start Date:
	[bookmark: Text5]     
	
	

	Phone Ext:
	[bookmark: Text6]     
	
	

	Office#
	     
	
	

	ADDITIONAL ACCOUNTS

	[bookmark: Check8][bookmark: Check10][bookmark: Check11]|_| E-mail	|_| *Generic Acct for Student Worker	|_| Other - please specify:
[bookmark: Text8]        	Note: student workers do not get email nor Datatel access	     

	[bookmark: Check26]|_|SARS for non-counselors -  only if needed  for student/lab timekeeping or pertinent to your area.
               (Counselors are added automatically to group)        
Specify type of access:        	 Approval signature:  
                                               	Dean of Student Services approval required.

	COLLEAGUE (DATATEL) ACCESS/Other

	Colleague requires specific security. Before any Colleague can be assigned, You must GET APPROVAL(S) from the following person(s) who will determine your security needs:

	REQUIRED APPROVALS Form without appropriate signature(s) will be returned.

	[bookmark: Check12][bookmark: Check13]|_| Student System         |_| Financial Aid          |_| Matrix
Mary Dominguez (A&R/FinAid)
Signature:


[bookmark: Check14]|_| Financial System: Suzie Payne (Admin. Services)
Signature:
	[bookmark: Check15]|_| HR/Payroll System: Monica Massimo (HR)
Signature:


[bookmark: Check16]|_| Scheduling System (READ ONLY access) Herbert Cortez
Signature:


	
Who does this employee need Datatel access equivalent to?          



	APPROVAL SIGNATURE

	Dean, VP, OR Director responsible for employee 
	

	.
	                                          Sign                                                                               Print name



	IT DEPT USE ONLY

	Date Rec’d
	

	Type of acct:
	[bookmark: Check22][bookmark: Check23][bookmark: Check24][bookmark: Check25]   |_|New           |_|Existing              |_|Returning       |_|Modify Acct        |_|Account Extension

	Email:
	
	Created by/Date:
	

	Datatel User ID:
	
	Created by/Date:
	

	[bookmark: Check27][bookmark: Check28]|_|SARS     |_|Matrix    
	
	Created by/Date:
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