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UWP CAMPUS TECHNOLOGY SERVICES 
      ELECTRONIC ACCOUNT MAINTENANCE FORM INSTRUCTIONS

To submit an Electronic Account Maintenance Request for processing, you need to complete the UWP Electronic Account Maintenance Form located on the CTS Department Web Page under the forms link, and email it to campus.technology@uwp.edu. You must also obtain any required approvals or pre-requisites as indicated on the form for processing to proceed in a timely manner.
Request Type Information:
Please check the appropriate box to indicate the type of account maintenance being requested.  Valid options include the following:
New Account Creation - Creation of a new account is being requested
Existing Account Access Change – Access change for an existing account is being requested
Incumbent Account Access Transfer – Access for an incumbent is being transferred to another individual
Account Cancel – An existing account is being requested for cancellation
Guest Account – Access for Non-UWP Community Groups that will need to use machines on campus, i.e. Library machines, or Lab machines.
Account Owner Identification Information: 

{Note: * Indicates this information is required and must be provided}
*Legal Name – Provide the legal name of individual that will be the account owner
Birth Date (Month & Year) – Provide the month and year of the account owner’s birth date

Last 4 Digits SSN – Provide the last four digits of the account owners SSN

Mailing Address – Provide the mailing address of the account owner

Permanent Address – Provide the permanent mailing address of the account owner if different than the Mailing Address indicated above

Company Name – Provide the name of the Company the account owner represents if it is an external organization
Email Address (UWP) – Provide the UWP email address of account owner if it exists
Other Email Address – Provide an alternate Email Address for the account owner if one is set up
Department – Provide the name of the department of account owner
Incumbent Name – Provide the name of the incumbent whose account access is to be transferred to the account owner

Group Account Owner Identification Information: 

Name of your Group or Event – Provide the name of the Group or Event

UWP Sponsor (responsible party) – Name of the Person/Department who is hosting and/or assisting the guest group

Start & End Date of Activity – The actual dates the event will run – accounts will be turned off at the end of the event

One Time Event, or Annual – Please indicate if this event is one-time only, or if this group returns every year. The accounts could be suspended when the event is done, and re-activated when it starts again.

Buildings/Rooms – Indicate which rooms will be utilized for this event.

Time – Indicate the hours the event will be running during the day (and into the evening, if needed).

Number of Guest Accounts Needed – Indicate how many accounts you will need.

Services Required – Check the boxes of the services that will be required for this event.

Requested By – Your Name and Phone Number
Primary Contact Person – Please supply us with the name of the contact person/number. This is the person we will send the account information to, for testing and verifying the accounts are working.
Date the Accounts Need to be Created by – Please allow a minimum of two (2) weeks for the accounts to be set up. The more lead time you give us, the better for testing, etc.
Account Groups: Please check all groups/roles that apply to the individual that will be the account owner.

Student 

	Under-Grad/Grad
	Undergraduate registered for courses. Graduate registered for courses.

	Student Employee
	A person that is a student first, currently registered for courses that works on campus because he/she is a
student.  A currently registered (or intends to register) UW student that works as either a regular
student employee, a work-study employee either on Parkside campus or off campus with a UWP-
Approved work-study employer. 

	Living on Campus
	A currently enrolled student living in campus housing.

	Student Club Officer
	Students that are officers of identified University clubs.

	Consortial Programs
	Students that are in joint consortial programs with another institution/organization

	Continuing Ed
	Professional development programs, services and consulting. (They are under CCP and partially
Supported by the University of Wisconsin-Extension) Non-credit.

	Stop-Outs/Inactive
	Previous students not currently attending.

	Alumni
	Graduates of UW-P.


Pre-Enrolled  
	Prospect
	People that have expressed interest in UWP, but have not yet submitted an application for admission.

	Applicant
	A person that has submitted an application but is still in the process, not yet accepted for admission. 

	Admitted
	Students that have been admitted/accepted by UWP, but not yet enrolled for classes.


 Faculty
	Advising
	A faculty member whose primary responsibility is teaching, but is also a departmental/major etc 
Advisor.

	Research
	A faculty member/teaching staff that is doing research.

	Teaching
	A faculty member whose primary focus is teaching.

	Department Chair
	A faculty member whose primary focus is teaching, but also serves as department chair with higher
needs regarding students and scheduling issues etc.

	Emeritus
	Retired faculty w/emeritus status granted, should be allowed a certain level of access library, email,
etc (not student records)

	Student
	A faculty member whose primary purpose is to teach, but is also a student currently taking courses.

	Staff
	A faculty member whose primary purpose is to teach, but also holds staff responsibilities/functions

	Retiree
	A faculty member that has retired, but as with alum, should be allowed a certain level of access to the

Library, Email etc (not student records).


Staff
	Academic -
(Instructional)
	A non-faculty rank teaching academic staff whose primary responsibility is teaching, but may also 
have staff responsibilities/functions.

	Academic -

(Non Instructional) 
	A non-teaching academic (unclassified) staff member-some access would depend on their positions
and their functional areas.

	Classified
	A represented or non-represented classified staff member - some access would depend on their
position and their functional areas.

	LTE
	A staff member with an hourly appointment (limited term employee)

	Student
	A person who is primarily a staff member, but is also a currently registered student

	Administrative Level
	Limited appointments, director and above, serve at the pleasure of the appointing authority.

	Emeritus
	Academic staff member awarded emeritus status.

	Retiree
	Retired staff member.


Outside Groups  

	Community Partners
	Individual or member of a group that needs to work through or with UW-P.

	Guest 
	An un-affiliated person of UW-P that comes to campus.  Walk-ins to the Library and using Library

computers need to have internet access.

	Volunteer
	An individual who helps UW-P without being paid.

	UW-System
	Students, Faculty & Staff active or emeritus at other UW campuses 

	Friend of the Library
	Members that promote the role of the Library in education & the community.

	Foundation
	University of Wisconsin-Parkside Benevolent Foundation, Inc (a non-profit organization) which is 

Governed by an independent Board of Directors.

	Res Life Guest
	Guest of UW-P that resides in campus housing.  Resident Life guests needs access for Ranger Hall:
main door access, laundry room (access and to pay for washer and dryer), computer room, exercise
room and vending machines.  For University Apartments: laundry room (door access and to pay for
washers and dryers), computer room, and vending machines.

	Donor
	Individual or constituency group that donates money to UW-P.

	Auditor
	UW System, Federal or other auditor that needs access to UW-P records/data.

	Independent Contractor
	Depending on what business the contractor is conducting on campus, determines the software access

needed.  Dining Service Contractor needs; email, EMS, Blackboard/Ranger Card cash register access,

Book Store needs access to email, BlackboardRanger Card cash registers access, PeopleSoft access for

tracking class registration to have text books on hand for students.  Contractors also need access to a

secure web access for interfacing with corporate headquarters for information transfer and ordering.

	Special Borrower
	Community member who has registered and paid for limited library services.


Applications Requesting Access To: 
Applications – Displays the name of applications and/or account types available. 
Req (Requested) – Please check all Applications the individual that will be the account owner, will require access to.
Pre-Req (Pre-Requisite) Y/N – Indicates if the application being requested has a prerequisite. (For a list of pre-requisites, click on the pre-requisite link)
Req (Required) Y/N – Indicates if approval is required for application. For all requested Applications where this column contains a “Y” the approval must be indicated via email or electronic signature for processing to proceed. Approval consists of the signature or email message indicating approval of the designated authority (department head or chair) and the date the approval was obtained for processing to proceed.
By – Name of individual designated as the authority issuing approval.
Date – Date of approval was obtained.
This section is to be completed by the individuals processing the specific account maintenance requested.

Processing Dept – Indicates the name of department responsible for processes the requested account action.
Responsible – Indicates the Title of person responsible for performing the requested account action.
Created/Changed – Indicates if the requested account action has been completed.  This column is to be updated by the individual responsible for performing the requested action upon its completion.  

Created/Changed By – Indicates the name of person who completed the requested account action.
Date – Indicates the date the requested account action was completed.
Request Returned To – Indicates the name of person that account information was returned to. 

Owner Notified Date – Indicates the date the account owner was notified that the requested action was taken.
NOTE: Your completed Electronic Account Maintenance Form will be automatically forwarded to the appropriate Account Administrator for the specific applications you have requested access to as designated on Page Three of the form under Account Processing/Individual Responsible. These individuals will provide you with information necessary to access your account(s), once your request has been completed. If you are not contacted in a timely fashion, please contact the Designated Individual for the application you are awaiting access to.
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