	Duke Health System ActiveStaffer & EDTRACK Access/Deletion Request Form

	User Information
	
	

	Last Name 

Please print clearly

     
	First Name

     
	MI:

     

	Facility:

     
	Department Name

     
	Dept/CC Number

     

	Duke Unique ID:

     
	Email Address

     

	Access Description
	
	

	[1]* Dept Head: Access to all required department schedules will be assigned by individual requests directly submitted by these users. “ View only” rights for program functions with access to run reports.  

[2]* AS-Managers/Schedulers: Full permissions to Employee Tables for entering and changing data.  Review employee requests.  Rights to enter unit specialties, create, post and archive schedules.  Inquiry only to tables used for departmental set up.  Rights to run reports.  Requests submitted by Department Manager for these accounts.

[3] AS-Daily Maintenance User: Permissions to enter activity codes, to adjust employee daily assignments, to exchange shifts as needed and other duties required to maintain and update the schedule.  Run reports.  Request submitted by Department Manager for theses accounts.

[4] AS-Facility Supervisors: Access to all schedules as requested and access for daily schedule maintenance according to facility policy.  Requests submitted through Facility Team leaders for processing.

[5] Other:  Requires additional information for explanation of need, includes all other EdTrack users
 *  EdTrack accounts will automatically be created for all Dept Heads and Managers with ActiveStaffer Accounts

	Access Request Information

	Effective Date:

     
	Login ID: (New Accounts Only)
     
	 FORMCHECKBOX 
 New account

 FORMCHECKBOX 
 Change Existing Account

 FORMCHECKBOX 
 Delete Existing Account



	Account Type
 [1]  FORMCHECKBOX 


[2]  FORMCHECKBOX 


[3]  FORMCHECKBOX 


[4]  FORMCHECKBOX 


[5]  FORMCHECKBOX 


	Description being requested, include department or department number(s) [This is the 4-digit code used in ReportXpress]

     


	Additional Information:

     


	Authorized Signature

(or sent from your e-mail account)


	Date

     
	Tel:

     

	Prepared by: (Please print)
     
	Date:

     
	Tel:

     

	Requested by (please print):

     
     
Title


	Date:

     
	Tel:

     

	ActiveStaffer use Only

	User Number
	Account created/changed by:

	Template Assigned:
	Date account created/changed

	List Serve
	AS Access


