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                 Submit completed form to:

	Gail Turner  -  Advancement Training Coordinator - MSC 3602


	 FORMCHECKBOX 
  New Access                                                                             
 FORMCHECKBOX 
  Change Access                                                                        FORMCHECKBOX 
 DELETE ACCESS 

 FORMCHECKBOX 
  Requires Remote Access


Employee Status:   FORMCHECKBOX 
  Faculty    FORMCHECKBOX 
 Classified   FORMCHECKBOX 
 Wage    FORMCHECKBOX 
 Student      Initials

____
Full Name________________________________                Office/Department__________________
Employee ID#_____________________________                Employee’s Email___________________
Title/Position_____________________________                 Office Phone_______________________
Office Location MSC_______________________       Replacing Another User____________________


NOTE:  APPLY FOR AND RECEIVE NOVELL ACCESS BEFORE SUBMITTING THIS FORM.
Please specify the duties employee will be required to perform via the Viking system.  Please specify modules and edit capabilities.   Your manager or supervisor must approve your access before your account is created and assigned.  Please provide email address and direct telephone number.  Person approving should have signatory authority for the Office/Department above.

___________________________________

_______________________

________________________

Supervisor/Manager Signature


JMU Phone   



Email Address

The specific actions you will be able to perform (display/update, etc.) will be determined upon review of your job requirements and in conjunction with your supervisor’s recommendation, Data Manager’s approval and your role within the University.  Access to University data carries with it direct responsibility for the proper use, control and release of all University data. 
In accordance with the Freedom of Information Act, Code of Virginia, Sections 2.1-341 through 2.1-346, public records are to be made available for public inspection, except when such records are considered confidential information.  The public’s right of access is also restricted by the Privacy Protection Act, Code of Virginia, Sections 2.1-377 through 2.1-386, when records show personal information on individuals.  All information viewed during your employment with University Advancement is confidential.  If information is shared/misused, the employee will be penalized.
Check with your supervisor and/or Data Manager for specific procedures related to data use.  Your signature below signifies your compliance with all University data management policies and procedures and applicable State and Federal laws. Please visit http://www.jmu.edu/JMUpolicy/ to review the following University policies:  1204 Information Security, 1205 Data Stewardship, 1207 Appropriate Use of Information Technology Resources, 1208 Password Management, and 3102 Family Educational Rights and Policy Act (FERPA).

______________________________________________________

___________________

Signature of Employee





Date
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Internal Use Only.


Above user has received training on all functions of Viking relating to the Role to be assigned.  


This training was completed on: � 


Training was received for the� role. 	VIKING ID #_______________________





							


	User Name Assigned				      Training Coordinator                        Date





							       Data Manager








