Reporting Services User Access Request Form Instructions

Request forms must be filled out online, then printed and signed.  Your supervisor then signs and forwards to DEED’s Service Desk for processing.  No handwritten copies of the form will be accepted.  Please make sure spelling is correct. For additional explanation or assistance in completing this form, contact the DEED Service Desk at 651.355.0500. 

Requestor Information

1. Requestor Section of form.

2. Last Name: Enter your Last Name.  Your User Name/ID is generated from this information. 

3. First Name: Enter your First Name.  Your User Name/ID is generated from this information.

4. MI: Enter your Middle Initial, if applicable.  Your User Name/ID is generated from this information.

5. Phone #: Enter the 10-digit office telephone number where you can be reached in the most direct manner.  
6. Alternate Phone #: Enter the 10-digit office telephone number where you can be reached in the most direct manner.  
7. Requestor’s Business/Agency/Department Name: Enter the Business, Agency or Department name that employs you.

8. Requestor’s Business/Agency/Department Mailing Address:  Enter the Street, City, State and Zip Code where correspondence should be mailed.  
9. Email Address:  Enter your e-mail address.  Please remember to include @ sign and . (period/s) within your e-mail address as they appear. 
10. Requestor’s Physical Location: Enter the Street, City, State and Zip Code where you work.   

11. Job Title:  The working title for your position.
12. Are you a State Employee or Partner Employee?: Please check the State or Partner box.
13. Do you currently have a Reporting Services account?:  Please check the ‘Yes’, ‘No’ or ‘?’ box.

14. If Yes, What is your assigned Login Name?:  Please provide your login name so that account can be more easily identified for modification to meet your report access request. 
15. Select which Report Groups you are requesting access:   Check the box next to the category which contains the report or reports you are requesting access to.
16. Requestor Terms and Conditions for Access:  Read the Terms and Conditions for Access paragraph, sign and date the request form.  Your signature indicates your understanding and agreement with this statement.  The form allows the requestor to electronically select the Requesting Date.  Form must be printed to apply the requestor’s signature.  If you have any questions, please ask your supervisor.
These responsibilities are among those covered by the Minnesota Government Data Practices Act:

· Protect all personally granted system logons, passwords, and equipment

· Inform customers of their rights as required by the Minnesota Government Data Practices Act

· Collect and maintain data accurately

· Know the classification/sensitivity of the data being worked with and under what conditions it can be shared

· Proactively protect not-public data

· Use data only for the purpose authorized

· Dispose of data properly

· Respond promptly and appropriately to requests for data

· Involve higher authorities as defined by statutes, rules, regulations, and policies

· Adhere to State of Minnesota and DEED policies on data management and system security

Important Instructions: 
· Complete Sections 1 though 16, then select the print button to print the form, and provide the printed form to your manager for completion.

Optional

Additionally (Dependent upon your version of Adobe Acrobat Reader or Professional) you may be able to save a copy of your completed form. If you are able to do this then save the form with the “Save As” Or “Copy As” function to your PC with your initials or name added to the end of the file name and send your manager the electronic copy of the form for completion. Note: This “Save As” or “Copy As” function will allow you to update your copy of the form in the event that you need to look up additional information to add to the form at a later time, or if you need to make additional requests for other report areas in the future without having to retype your personal information.
OR
· Complete sections 1 through 16, and also complete the Manager/Supervisor section (17) for your Manager minus their signature. Once completed provide the printed form to your Manager/ Supervisor for review and signature. Complete step #2 from section (17) so that your request can be processes.
17. Manager Terms and Conditions for Access:  The manager is to read the Terms and Conditions for Access paragraph and complete the following:
· Enter Manager/Supervisor name.
· Enter Manager/Supervisor 10-digit telephone number where you can be reached.
· Enter Manager/Supervisor e-mail address.
· Request Activation Date:  Enter the first day of activation
· Requesting De-Activation Date:  Enter the first day of deactivation.  
· Manager/Supervisor Must Sign and date the request form.  Management/Supervisor signature indicates your understanding and agreement with the Terms of this access form and substantiates the valid business need for report and data access for the Requestor.
Submitting Form:  Deliver this request form to the DEED Service Desk for approval or denial.
· Step#1 Click on the Print completed forms button. 
· Step#2 Mail, Fax or Hand- Carry Signed complete Form to:  
Minnesota Dept. of Employment & Economic Development 

332 Minnesota St. Suite E200

St. Paul, MN 55101

Attn:  DEED Service Desk

Phone # 651-355-0500

FAX # 651-282-5150    
What Happens Next? 
18. DEED Data Practices Manager Authorization (DPMA):  Only after reviewing the above information and certifying its accuracy, will the Data Practices Administrator sign the form and grant the requested access. The Data Security Administration is to complete the following:  
· Place a checkmark indicating access granted or denied.

· Defines Access Term renewal requirement date if less than Managers De-Activation date.

· If access is denied, enter reason.

· Sign and date the request form.
19. DEED Reporting Services Administrator:  The Reporting Services Administrator completes the following information:
· Validates Mgr, DPMA, Report Security Group owner Approval has been obtained. Checkbox

· Marks request approved Checkbox

· Indicated account setup date.

· Verifies if request is from State Employee or Partner Employee. Checkbox.

· Records Active Directory Security Account Name.

· Based upon request, determines if Role Based Data Level Security is required. Checkbox

· Records all user associated WF1 accounts that are required for Role Based Data Security.

· Records final Activation and De-Activation dates that will be enforces on account.

· Signs and date the request form.  
· Confirms that Email has been sent to both Manager and Requestor informing them that Access has been granted. Checkbox

· Sends instructions to Requestor.  Checkbox

· Records any special requirements, or account setup issues within the note section.
Then What Happens? 
When the access request process has been completed, the requestor and manager will be notified via email whether or not the access request has been approved.  If the request is approved, the notification will include instructions to access the DEED Reporting Services web portal where you can retrieve your reports. 
