Procedures for Submitting the Modern, CSU, Web Cognos User Account Request Form

Field/HR Office

· Obtain the User Account Request Form.  This form can be found on the CNRSE HR Help Information web page.

· The requestor completes and signs Section 1 of the User Account Request Form.

· The Activity Representative/Appointing Officer signs and dates Section 1 of the User Account Request Form.

· The Requestor’s Security Manager completes Section 2 of the User Account Request Form.

· The HR office will complete Section 2 of the User Account Request Form if not completed by the Requestor’s Security Manager.

· The Requestor's Manager or Supervisor completes Section 3 of the User Account Request Form.

· The Field/HR office will verify Section 3 of the User Account Request

· The Manager/HR Office will keep a copy of the User Account Request Form for their files.

If the User Account Request Form is completed:

· The Field/HR Office will fax a copy of the completed User Account Request Form to the HRSC-SE and the IT Team at CNRSE HR Office.  The Field/HR Office will annotate on the fax that the original has been sent to the HRSC-SE.

· The Field/HR offices will Federal Express the original to the HRSC-SE. 

· The Field/HR Office should maintain a copy for their records.

If the User Account Request Form is NOT completed:

· The Field/HR Office will fax a copy and Federal Express the original of the User Account Request Form to the IT Team at the CNRSE HR Office. 
· The IT Team at the CNRSE HR Office will complete the User Account Request Form, maintain a copy for their files, fax a copy of the completed Form to the HRSC-SE, and Federal Express the original to the HRSC-SE.  

· Copy of completed form should be faxed to the Field/HR Office.

HRSC-SE

· The HRSC-SE will verify the information on the completed User Account Request Form.  

· The HRSC-SE will establish the appropriate Modern, CSU, and/or Web Cognos accounts.

· The HRSC-SE will email the requestor and IT Team at the CNRSE HR Jacksonville office stating the new User ID and instructing the requestor to call the HRSC-SE for his/her password.

· Once the requestor is notified by the HRSC-SE, it is the requestor's responsibility to contact the HRSC-SE for his/her password.

