COGNOS USER REGISTRATION

INDIANA FAMILY & SOCIAL SERVICES ADMINISTRATION

(See instruction.)

I. COGNOS USER REQUEST FORM (completed by User/Supervisor)
2.BUSINESS AREA:      

3.DATE: * MM/DD/YYYY
4.FUNCTION:
NEW       
CHANGE                        DELETE       
USER’S INFORMATION
(First User) (User fills in all the information in box below.)
5A.NAME:      
5B.PHONE:                          5C.EXT:      

5D.E-MAIL ADDRESS:      
5E. NETWORK LOGON ID:      

5F.OFFICE/FACILITY:      
5G.CITY:      

5H.DIVISION:      
5J.User Class(s):      

5K.COUNTY:      





(Second User) (User fills in all the information in box below.)
5A.NAME:      
5B.PHONE:                          5C.EXT:      

5D.E-MAIL ADDRESS:      
5E. NETWORK LOGON ID:      

5F.OFFICE/FACILITY:      
5G.CITY:      

5H.DIVISION:      
5J.User Class(s):      

5K.COUNTY:      





(Third User) (User fills in all the information in box below.)
5A.NAME:      
5B.PHONE:                          5C.EXT:      

5D.E-MAIL ADDRESS:      
5E. NETWORK LOGON ID:      

5F.OFFICE/FACILITY:      
5G.CITY:      

5H.DIVISION:      
5J.User Class(s):      

5K.COUNTY:      





(Fourth User) (User fills in all the information in box below.)
5A.NAME:      
5B.PHONE:                          5C.EXT:      

5D.E-MAIL ADDRESS:      
5E. NETWORK LOGON ID:      

5F.OFFICE/FACILITY:      
5G.CITY:      

5H.DIVISION:      
5J.User Class(s):      

5K.COUNTY:      


(Fifth User) (User fills in all the information in box below.)

5A.NAME:      
5B.PHONE:                          5C.EXT:      

5D.E-MAIL ADDRESS:      
5E. NETWORK LOGON ID:      

5F.OFFICE/FACILITY:      
5G.CITY:      

5H.DIVISION:      
5J.User Class(s):      

5K.COUNTY:      


BUDGET ACCOUNT INFORMATION 

(This information is used to bill the correct account for Cognos license cost.)
6.ACCOUNT NAME:      
6.ACCOUNT #:      

6.BUDGET ANAYLST NAME:      

7.Supervisor’s/Manager’s Approval:      
8.Date approved: MM/DD/YYYY

9.NOTE - E-Mail finished request form to the Project Manager (only first page).

II. Project Manager Authorization
2.Project Manager/Lead Developer:         
3.Date: MM/DD/YYYY
4.Cognos User License charged: Y  FORMCHECKBOX 
 N  FORMCHECKBOX 
 
5.Effective date: MM/DD/YYYY
NOTE - E-Mail finished request form to the Security Administrator (only first page).

III. Security Authorization (Cognos Security Administration use only) 

Approval: Y  FORMCHECKBOX 
 N  FORMCHECKBOX 

Date Received: * MM/DD/YYYY
Date Processed:* MM/DD/YYYY
Processed By:
      
        Person Notified:      


               Date Notified: MM/DD/YYYY
I. INSTRUCTIONS FOR FILLING OUT THE COGNOS USER REQUEST FORM 

by User/Supervisor
1. Use the Tab key to tab to the appropriate field throughout this form.   This page of instructions is for Users and Supervisors. Use the comments line at bottom of page 1 for additional information.

2. Business Area:  This identifies the user's system. (Examples - WRIBD, CHIPS, EBT, ISETS, ICWIS).

3. Date:  Date this form is being filled out. The date is in the MM/DD/YYYY format.

4. Function:  Tab to appropriate field. Select only one: NEW-User is new to Cognos; CHANGE-Designates update in status for enrolled user; DELETE-Requests deletion from Cognos.

5. User’s Information:

A.  Type User’s Name (John Jones).

B. Type Phone number with area code, (000-000-0000).

C. Type user’s extension, if applicable.

D. Type email address (JonesJR@fssa.state.in.us).

E. Type Network Logon ID (JonesJR).

F. Type Office/Facility (Office of Architecture and Standards).

G. Type City where the Office is located (Indianapolis).

H. Type Division (Division of Technology Services).

J.      User Class ( User Class(s) this user is being assigned to).

K. Type County where office is located (Marion).

6. Budget Account Information – This information is needed only if the user will require

a Cognos User License.   Contact your project manager if you think no license is required. This information will be used to bill the correct account for the cost of each license and the maintenance of Cognos software).    

7. Supervisor’/Manager’s Approval – The supervisor or manager will type their name giving approval for this user-id to be created and the license billed to the appropriate account.

8. Date – Date this form was approved, MM/DD/YYYY format).
9. E-Mail completed form to Project Manager (only first page).

II. INSTRUCTIONS FOR FILLING OUT THE COGNOS USER REQUEST FORM

by Project Manager
1. E-Mail request form to user/supervisor to fill in all appropriate fields (only first page).   Form should be e-mail back for Project Manger to fill in appropriate fields.   After form is completed e-mail to the Security Administrator. Use Comments line at bottom of form for additional information.

2. Project Manager/Lead Developer – Type the Project Manger’s name (John Jones).

3. Date - Date the Project Manager fills out the access level, MM/DD/YYYY format.

4. Cognos User License charged – This determines whether or not a license is charged to the project. Tab to the appropriate field Y = Yes or N = No. One left click with the mouse fills-in an X. 
5. Effective Date Cognos is effective for this user, MM/DD/YYYY format.
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