
Return to Provisioning and Access Control, Mailstop ROC 20, Ext. 6880                REV. 9/2011

* = Required 
 

SPONSOR'S FIRST NAME  * DEPT CONTACT FIRST NAME  * DEPT CONTACT EXTENSION  * DEPT MAIL STOP  * 

F-       F-                   
SPONSOR'S MIDDLE NAME  * DEPT CONTACT MIDDLE NAME  * Internal Use Only ID 2 Internal Use Only NetID 
M-       M-                   
SPONSOR'S LAST NAME  * DEPT CONTACT LAST NAME  *   
L-       L-                   
USER'S FIRST NAME  * USER’S DATE OF BIRTH (MM/DD/YYYY)  *  CALLIER  CBH USER’S PHONE 

F-                Y  N   Y  N       
USER'S MIDDLE NAME  * USER’S  UTD-ID or SSN  * USER'S  JOB TITLE USER’S MAIL STOP 
M-                         
USER'S LAST NAME  * USER'S UTD SCHOOL/DEPARTMENT (Name)  * USER’S ROOM # 

L-                    
NEW USER = Home Address / City / State / Zip Internal Use Only 

      [ | ]103 [ | ] 1f3 [ | ] HRS  
[ | ] PS [ | ] JAMS 

 

New USERS require UAAF, NDA and FERPA forms.  New Faculty and Staff only require copy of SSN Card.  

 

Type of Account: Level of Access: Student  Admin Applications: Other Applications 
(Check ONLY one) (Check ONLY one) RA/TA        SYSTEM                               Budget Folder 
HR Job Group Code (F,G,H) Standard Access: 

      Network + Basic 

 
      Exchange E-mail   
      (MS Outlook)  
 

Basic Access: 
      (email and web  
       applications) 
  

 NetID Only: 
      (web apps only,  
       no email) 

 Is this user 
a UTD 
student 
Research 
Assistant or 
a UTD 
student                   HCM
Teacher  
Assistant? 

 
 

  Orion                                    (U:\SignAuth\general\folder) 
 Faculty                                                Online Graduate 

HR Job Group Code (A,B,C,D,X,Y)                Program/System 
 Staff   FCM       Raiser’s Edge by Blackbaud 

UTD Student  with or  without      Alumni/Fundraising Software) 
HR paperwork            SnapSurvey      

 UTD Student Employment limited  
 
  
 

      
 UTD Student Semester limited Endpoint Encryption 
 UTD Student Sponsor limited       User  Tech 

All Others  
 Contract Onbase access is to be submitted 
 Guest (does not fit any of above)  via JIRA tickets 

 

Additional Information is needed for the following items: 
 Bulletin Boards (Group access Mail)  Exchange Public Folder  Group Membership / Share 
 Listserv (Mailing List)  LTS group on OSPAx  Server Access 
 Special Drives and/ or folders  Web Create/Access  

 

Additional Information / Other: See comments for examples. 
      

 

I acknowledge that I hav e r ead t he U niversity of  T exas at  D allas P olicy F or t he U se and P rotection of  I nformation R esources 
(http://www.utdallas.edu/infosecuritydocuments/uts165.pdf) and understand that I must comply w ith t he P olicy w hen ac cessing and 
using Information Resources and my failure to comply with the Policy may result in cancellation of  my pr ivilege of  use, appropriate 
disciplinary action, and action by law enforcement authorities. 
 

I further understand that by virtue of my employment at The University of Texas at Dallas, I may have access to records which contain 
individually identifiable information, t he di sclosure of  w hich i s pr ohibited by  ei ther s tate or  f ederal law, or  uni versity-designated as  
confidential or  s ensitive.  I  ac knowledge t hat I  f ully under stand t hat t he i ntentional di sclosure by  m e of this information to any  
unauthorized per son c ould s ubject m e t o c riminal and c ivil penal ties i mposed by  l aw.  I  further ac knowledge t hat s uch w illful or  
unauthorized disclosure also violates The University of Texas at Dallas’ policy and could constitute just cause for disciplinary action 
including termination of my employment regardless of whether criminal or civil penalties are imposed. 
 

 

 

Admin. Dept. Head/Academic Dean  
 

Signature:   

Date:  
 

Admin. Dept. Head/Academic Dean  
 

Typed: 
 

        
 

User  
 

Signature:   

Date:  

 

Disclosure of your Social Security number (SSN) or UTD-ID is requested as part of your application for a 
computer account at the University of Texas at Dallas.  Your UTD-ID is used as a unique identification number in 
the Human Resource and/or Student Information system which generates your user id.  The SSN or UTD-ID is 
used by Security Administration only for tracking and identification purposes.  Further disclosure of your SSN 
will be governed by the Public Information Act (Chapter 552 of the Texas Government Code). 

 

http://www.utdallas.edu/infosecurity/documents/uts165.pdf
Information Security Office
Please enter a valid contact number for the user.

Information Security Office
If this is a NEW user who has not been entered into the HR system and does not have an existing UTD-ID, you must attach a copy of the user’s Social Security Card.  The alternative is to have the user deliver the CAR form and show the SSN card for creation of the account in the system.  


Information Security Office

The following departments send OnBase access requests via email to 
EMTech@utdallas.edu with Name, NetID and what level access is needed.
All Academic Departments
Financial Aid
Register Office


Information Security Office
Such as High School Students

Information Security Office
Please list the boards you need to access and/or create in the Additional Information field below.  

Information Security Office
Please list the Exchange Public Folders you need to access and/or create in the Additional Information field below.  

Information Security Office
Please list the Groups/Shares you need to access in the Additional Information field below.  

Information Security Office

When e-mail is addressed to a LISTSERV mailing list, it is automatically broadcast to everyone on the list.  The result is similar to a newsgroup or forum, except that the messages are transmitted as e-mail and are therefore available only to individuals on the list.  Please list the listservs you need to access and/or create in the Additional Information field below.



Information Security Office
Please list the servers you need to access along with the type of access you need in the Additional Information field below.  

Information Security Office
Please list the drives and/or folders you need to access or create along with the type of access you need (Read only or Read/Write) in the Additional Information field below.

Information Security Office
Please list the web site(s) you need to access and/or create in the Additional Information field below.  Additionally, note if this request is for a student organization. Student organization requests must be approved by Patty Atchley or Phyllis Blanck in the Management of Student Life department.

Information Security Office
Student RA/TAs can only be student employment limited, semester limited or sponsor limited.

Information Security Office
Orion access is NOT requested through CAR forms.  Users need to attend training before receiving this access. Upon completion the trainer will send the request to the ORION Security team to setup the account. 

Classes are scheduled periodically to address navigation, registration, and the Faculty Center.

http://orionhelp.utdallas.edu/GeneralTraining/TrainingCalendar.htm 

Information Security Office
Chartfield Security and Financial Role requests must be made directly to the Finance Department at FMS-Finance@utdallas.edu by your Fiscal Officer or chief administrative assistant.


Information Security Office
Requests for access must be directed to the Human Resource Management Department by your department head.
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