Request for External  Access to Information Systems


	Section A to be completed by the person requesting access to University of Bolton’s IT Systems – please complete and email to your Sponsor

First Name:

Middle Names:

Forename known as:

Surname:

Institute:

Job Title:

Contact email address:

Phone Number:

Postal Address:

Post / Zip Code:

Country:

Reasons for Access:

If you require any advice or further information, please contact IS&T Service Desk on +44 (0) 1204 90 3444 or email ist-help@bolton.ac.uk

	

	Section B – to be completed by Sponsor

Sponsor:

Group /Project:

Reason for Systems access

Will the requestor require access to Student Record System (e:Vision) or Modules database

Name:

Staff Number:

Date:

This section is to verify access

	

	Section C – to be completed by Principal Lecturer (Quality) or Director of School

Note any restrictions to the approval

Name:

Staff Number:

Date:

This section is to confirm that the request fulfils quality procedures


Notes on Access

Please complete section A then email the electronic document to your contact (Sponsor) at the University.

Your sponsor is responsible for ensuring that you have access to the IT facilities of the University of Bolton. Please contact them if you do not have the facilities you expect.

Information Systems and Technology department are responsible for the running and maintenance of the IT facilities of the University of Bolton, in cooperation with the managers of the facilities. If you have problems with your account, please contact the department helpline on +44 (0) 1204 90 3444 or ist-help@bolton.ac.uk

Your access will be expired at the end of each academic year (July 31st). 
This will be extended each year, this should be organised by your sponsor.

Please contact your Sponsor of any changes in your circumstances which may impact on your access to the facilities of the University. 

Access will be on the basis of published Copyright and Data Protection requirements of the University of Bolton; see Staff Portal of the University Website

The terms ‘Username’, ‘NetworkID’, ‘Network Login’, ‘Login ID’ are synonymous. This is the unique identifier used by the Network and Information Systems and is used in conjunction with a single password. All Information Systems are setup to use the same Username and Password. A notable exception is the Library Catalogue system which uses a 4 digit PIN, on the My Account page.

The terms ‘Staff ID’, ‘Staff Number’, ‘Employee Number’, ‘BoltonID’, ‘Borrower ID’ are synonymous. This refers to a 7 digit (in most cases) unique number system which includes Staff, Students and Externals.  A person may have more than one ID number.

Multiple Accounts.
 Each External should have one account only for all their roles at the one Institute. In the unusual circumstances that a person has a role at more than one Institute, then separate accounts are required to maintain separation of the roles.

Student accounts should not be used for staff roles.
