Computer and Telephone Request Form

Information Technology Services
	· Farley Learning Resources Center
	· Room A209
	· 508-678-2811 ext. 2134
	· its@bristol.mass.edu



· Please return the completed form along with the appropriate signatures to ITS.  We require an original signed form for our records.  We cannot grant access until all requires signatures have been acquired.
· Employees must sign their own form as they need to be informed of student record confidentiality issues and understand the College’s responsible use policy.

· Supervisors are responsible for notifying ITS when new employees need access to Banner and network resources. They also need to notify ITS when an employee leaves the College.



1. General Information

	Name of User:

	
	Today’s Date:
	

	Title (as it should appear in email and phone directories):
	
	
	

	Department/Division:
	
	User’s Ext. (if applicable):
	

	Building & Room:
	
	User’s Voicemail box 
(if applicable):
	


2. Employee Status
	New Employee/Modified Access:
	
	
	

	

Permanent Employee:
	
	Date access should begin:
	_____/_____/_____

	

Temporary Employee:
	
	Dates access should be active:

	From: _____/_____/_____

To:     _____/_____/_____



	Name Change (as it should appear):
	
	
	

	Departing Employee:
	
	Date access should be removed:
	_____/_____/_____


3. Office Move – please fill out this section if you are moving offices
	Old building & room number:
	
	New building & room number:
	

	Office/room type:
	 Single desk (phone/PC)
	 Shared desk (phone/PC)

	Please check your preferences:
	 Move my existing telephone extension to my new office

 Move my existing PC to my new office

	Date of move:
	_____/_____/_____


4. Computer Access
	Will you have a computer assigned to you?
	
Yes

No, I will share with another user.

	What type of computer will you have or share?
	
PC

Macintosh

	Electronic Mail

Include in Email Groups – you must specify all groups the user should be part of.  We do not automatically add or remove users in groups (other than Everybody).
	
Yes
 
No

Everybody,____________________________
_____________________________________

	Banner Access – to view information on the screen and run reports.  
Natasha Access – used primarily to run programs and reports developed by ITS. 
Please attach additional sheets if necessary when specifying a long list of Banner forms/screens.


	  Yes
 No

  Yes
 No
Specific Established Role(s) (e.g. faculty): _____________________________________
Individual Form(s) Access (e.g. SFAREGQ)
Circle V for view only or U for update:
1.

V
U

6.

V
U

2.

V
U

7.

V
U

3.

V
U

8.

V
U

4.

V
U

9.

V
U

5.

V
U

10.

V
U





5. Telephone Services

New/Changed Phone Service:
	Request type:
	 Add new extension/user
	 Change user name
	 Delete Phone user

	Extension type:
	 physical phone
	 voicemail box only
	 Other___________

	Office/room type:
	 Single phone
	 Shared phone, extension ________   

	Phone user replaces:
	Name
________________________________
	Ext.
_______
	Voicemail box (if any)
___________



Forwarding and Routing Options:
	Unanswered calls should 
(check all that apply):
	 Go to voicemail.
 Go to extension(s) _______.  Caller will have the ability to press “0” to 

get specified extension.
 Go to extension _______.  If no one answers, then caller is returned to 

original user’s voicemail.

	Should this extension be part of a pick-up group?

· other extensions can pick up calls for this extension

~ and ~

· this extension can pick up calls for other extensions
	 Yes, another extension in this pick-up group is _________.
 No




6. Required Signatures

~Please Read the Following Carefully if Access to Student Records is Requested~

The federal Family Educational Right to Privacy Act of 1974 as amended, FERPA, also commonly referred to as the Buckley Amendment, prohibits colleges and universities from sharing certain information about students with third parties unless the institution has been given authorization from the student (if over the age of 18) or parent/legal guardian.  This information includes academic history, financial information and others.  Please be informed about this law since the institution and the individual could be legally liable should information about students be disclosed inappropriately.  Please contact the Registrar’s Office should you have questions or concerns regarding your responsibilities under FERPA.  
· I understand and accept my responsibilities regarding student record confidentiality under FERPA.
· I have read and understand the College’s Policy for the Responsible Use of Information Technology.  I understand that in accordance with the Policy, College officials will investigate misuse or abuse of College computer resources and appropriate action will be taken.  A copy of the Policy can be found on the BCC website at http://www.bristol.mass.edu/ResponsibleUse.htm.
(______________________________


______/______/______


Employee Signature (needed prior to access being granted)

Date


~Please acquire the following additional signatures prior to submitting this form to ITS~


(______________________________


______/______/______


Supervisor Signature
Date


(______________________________


______/______/______


Data Custodian Signature (Only needed for access to Banner)
Date


Student and Course Records – Registrar

Admissions – Director, Admissions

Finance/Budget – Comptroller

Financial Aid – Director, Financial Aid
Information Technology Services Use

	Computer Requests
	Telephone Requests

	Changes Made
	Completed by
	Date 
	Changes Made
	Completed by
	Date

	NT/Exchange
	
	
	Telephone Switch
	
	

	Banner
	
	
	Audix
	
	

	Natasha
	
	
	Call Accounting
	
	

	Account info sent to: ________

	
	
	Telephone info sent to: _________
	
	

	Heat
	
	
	Telephone directory changes 
	
	

	Setup and configuration
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