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Instructions for completing form NDUS-CND-006 

This form is to be used to request access to the Campus Solutions environments.  Please complete this form electronically, to enable it to be emailed and attached to a NDUS Help Desk Ticket, as indicated below.

Environment
Indicate the requested environment that pertains to your request by placing an ‘X’ on the line after Production and/or Other and listing the environment other than Production.

Request Type:  Indicate request type needed 

Request Date:  Indicate the date the request is being submitted
Requestor’s Full Name:  Indicate the requestor’s full legal name, including middle initial
The requestor is the person who will receive the access that is being requested. (No nicknames such as Bob for Robert or Judy for Judith.)  Students are not allowed administration access.  A generic userid can be requested for student access that is controlled by a supervisor.  Contact your Campus Access Control Officer for more information
Requestor’s Phone:  Indicate the requestor’s phone number
Requestor’s Email:  Indicate the requestor’s Email address
Requestor’s Employee (EMPLID):  Indicate the requestor’s Employee (EMPLID) number
Requestor’s NDUS Account ID:  Indicate the requestor’s NDUS Account ID, if known


Special Instructions
 Indicate any special instructions if needed


Primary Permission List Security
Indicate if the requestor will need to be able to view Social Security Numbers and if so, the last four digits or the entire Social Security Number (The Campus Access Control Officer must approve this access)
Indicate if the requestor will need to be able to view Birth Dates and if so, the Month/Day only or the entire birth date (The Campus Access Control Officer must approve this access)
Roles Required
Indicate the exact role names that are required and if the role(s) is to be added or deleted 

CS Role Descriptions:  http://sits.ndus.edu/wp-content/uploads/2012/10/CND_CS_Roles.pdf  
Additional Student Records Security:  http://sits.ndus.edu/wp-content/uploads/2012/08/SRAdditionalSecurityv91.pdf
Secure Student Administration Security
Academic Institution:   Indicate the Academic Institution 
Institution/Career:  Indicate the Institution/Career 

Academic Program:  Indicate the Academic Program 

Academic Plan:  Indicate the Academic Plan
Academic Organization:  Indicate the Academic Organization 
Admissions Action:  Indicate the Admissions Action 
Admissions, Financial Aid, and Recruiting roles

Program Action:  Indicate the Program Action 
Application Center:  Indicate the Application Center 
Admissions, Financial Aid, Recruiting, and Student Financials roles

Recruiting Center:  Indicate the Recruiting Center
Admissions and Recruiting roles

3C Group(s):  Indicate the 3C Update/Inquiry Group(s)

Admissions, Financial Aid, Recruiting, Student Financials, Student Records and Campus Access Control Officer roles

Enrollment:  Indicate the Enrollment Security
Milestone:  Indicate the Milestone Security
Transcript Type - COBOL:  The only type available is GPAS

Transcript Report Type(s) – XML:  Indicate the Transcript Report Type(s) 
Advisement Report:  Indicate the Advisement Report Types(s)
Population Update:  Indicate the Population Update Record(s)

Graduation Status:  Indicate the Graduation Review Status type(s)
Service Indicator(s):  Indicate the Service Indicator Code and Reason, then designate Placement and/or Release (Please refer to your institutions specific Service Indicators)
Student Group(s):  Indicate the Student Group and designate Add or Delete (Please refer to your institutions specific Student Groups)
Test ID(s):  Indicate All Access or list the Test ID(s) and designate Add or Delete (Please refer to your institutions specific Test IDs)
Secure Student Financials Security
Business Unit:  Indicate the Business Unit
Required for the NDUS SR MANAGEMENT, NDUS SR STUDENT SERVICES, and all NDUS SF xxx roles

Cashier’s Office(s):  Indicate the Cashier’s Office(s) that are to be authorized
Company:  Indicate the Company
Institution Set:  Indicate the Institution Set (NDUS)

SetID:  Indicate the SetID(s) 
Requestor’s Signature
Requestor’s signature is required (If an electronic signature is not available, enter the requestor’s name)
REQUESTOR'S SIGNATURE INDICATES THAT DATA PRIVACY TRAINING HAS BEEN COMPLETED – This will be verified by the Campus Access Control Officer
Approval Section
Signature of approval must be provided by the Department Head before sending to the Campus Access Control Officer for approval (If an electronic signature is not available, enter the Department Head’s name)

When the form has been completed and approved, the Campus Access Control Officer will: 
a. Sign the form electronically or indicate approval by entering his/her name on the form
b. Complete a NDUS Help Desk Ticket and attach this completed form to the Ticket
c. Indicate the Ticket is for the NDUS - Security group
d. If not approving, notify the requestor
When the request has been processed, the user will be notified by email by the ConnectND Security group and the originator of the NDUS Help Desk Ticket will be notified by the NDUS Help Desk.
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