Information Systems User Access – USFPG Steps
1. Download the appropriate forms for Moffitt Access from the USF Health IS Website under downloadable forms.  http://health.usf.edu/is/support/forms
2. Fill out the appropriate Role/Responsibilities for the person requesting access to match the functional access to business/clinical system requirements.

3. The direct supervisor or higher level person in the management structure will need to approve and validate the request (there is a section on the form for this) to confirm that the requested access is needed.

4. Please forward the request form and supporting documentation to support@health.usf.edu (One email per request for please) with the subject of the email being Moffitt Remote Access Request – (Persons first and last name).  If you do not have the ability to scan in the forms then please fax them over to USF Health IS at 813-974-5198 ATTN:  USF Health IS Support.
5. USFPG Director of IT or representative will then take the ticket and verify it is filled out completely, then email it to the Moffitt Helpdesk (remedy@moffitt.org), include in subject area -- “USFPG IT Request”, and ONLY the following content in the email body “Please see attachment for USFPG user access account detail requirements”.
6. The following documents must be attached:
· Information Systems Confidentiality Agreement for HSC-USFPG

· Vendor Remote Access Support Request

· Information Systems User Access Template – USFPG

7. Remedy will auto generate an Incident which will auto-assign to HIM group. 
8. HIM representative will send an email from within the parent Remedy Incident to the following people for approval: Charles Ryan and/or Georgia Kessler.

9. HIM will create the required Remedy Tasks for:
· Application – Keane/FCS (based on user access request)
· Application – Powerchart (based on user access request)
· Helpdesk - Lan ID, Citrix permissions

· Info Sec – secure remote access
10. Application support will email USF Health Director of Support Services and email the USF Health Support Desk at support@health.usf.edu when access is granted.
11. Info Sec dept will contact USF Health Director of Support Services and email the USF Health Support Desk at support@health.usf.edu and leave token at MCC IT.

12. USFPG IT Director or representative will contact the requestor and notify them their token is ready for pickup.  The person who is the requestor of the token must go and pick up the token and complete the token receipt from upon receiving the token from Moffitt.
13. Upon employees being terminated or leaving the organization the supervisor will be responsible for collecting and returning the token back to Moffitt.
