Repository User Access

Request Form


PURPOSE:  Use the Repository User Access Request Form to request changes in user access to existing applications.  The form provides official documentation of changes made to any Infrastructure Services Organization (ISO) managed repository.  It is not used for the initial user access request to DPET TASO.  Below are the procedures and instructions for submitting the form.

PROCEDURES:  

1.  The Functional Project Officer (FPO), Technical Project Officer (TPO), designated Point of Contact (POC), or authorized alternate will complete the form. The completed form is sent to the “Repository Manager” email account.  The form will not be processed if it is emailed by anyone other than the FPO, TPO, POC or an authorized alternate.

2.  The Repository Management Team will make requested changes, normally within one day.  The form will be annotated with the date and name of the person completing the change(s), then returned to the requestor. 

SPECIFIC INSTRUCTIONS:

· Date:  Date request submitted

· Requesting FPO/TPO/POC:  Name of appropriate individual

· Comm. Phone:  Local number of FPO/TPO/POC

· Location:  Your Center/SEO 

· Repository Instance:  Select the repository instance (connect string) from the drop down box

· Access changes for User(s):

1. Request Type Column: “Add” to add access for a user, “Chg” to change a user’s access, “Del” to delete a user’s access

2. User Id Column: Oracle User ID (e.g. FHQ21850)

3. User Name Column: Individuals Name (e.g. John Doe)

4. Application Name Column: The name of the application access is changing on

5. Insert Column: Select box if “Insert Access” needed

6. Update Column: Select box if “Update Access” needed

7. Delete Column: Select box if “Delete Access” needed

8. Admin Column: Select box if “Admin Access” needed (maximum of two per application)

· Changes Made By: Completed by Repository Management Team

· Completion Date: Completed by Repository Management Team

Address any questions to the “Repository Manager” email account.

Date:      
Requesting FPO/TPO/POC:      
Comm. Phone:      
Location:      
Repository Instance:  FORMDROPDOWN 

Comments:      
Access changes for User(s)
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Changes Made By:      
Completion Date:      
