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   Student Administration Change Control


Crystal Enterprise Security Request 

Instructions for Completing this Form

1. Do not complete the Change Control Number.  This assignment is made when received by the Enterprise Reporting Team at the District Office.  

2. For Requestor Name, enter your name as the requestor (i.e. John Smith).

3. For Status, select the status of the request being made (i.e. New Request).

4. For Name of Change, enter a short descriptor or name for this change (i.e. Access to Crystal Enterprise (CE).

5. Enter the current date as the Date Opened.  

6. Do not complete the Date Closed information.  The person completing or closing the request will complete this information later.

7. Select your site location from the Location drop-down list (i.e. Phoenix College or District Office).

8. Enter the department as the Department (i.e. Financial Aid) where you work and need access to information contained within Crystal Enterprise (CE) for your department.  

9. As the Email Address, enter your email address for account access to Crystal Enterprise (CE).

10. For the Access Type, select the type of access requested from the drop-down list.  The following is a list of options available:

a. View will allow viewing previously run reports 

b. Schedule will allow scheduling of reports and viewing 

c. View On-Demand will allow immediate running of reports and scheduling 

d. Full allows maintaining the folder and View On-Demand  

e. Special is used for unique access requirements.

11. Enter a short description of the change (i.e. Grant John Smith access to CE for Financial Aid reports) as the Description.

12. Obtain supervisor approval as Approved by and Date of approval.  

     13. Send the completed form to Enterprise Reporting Team, at the District Office.

Crystal Enterprise Security Request

** Denotes mandatory fields
Change Control Number:
     
** Requestor Name:     

Status:
 FORMDROPDOWN 

** Name of Change:     

Date Opened:
     

Date Closed:
     
	Location:_  FORMDROPDOWN 

	

	Department:_      
	

	Email Address:_     
	

	Access Type:__ FORMDROPDOWN 

	


	Description and Purpose of Change


     

Approved by
     
Date
     
When this form is complete, email to Enterprise Reporting Team, District Office.

Change Control Use Only 
	Change Approval Review Date:
	     

	Date Completed:

	     

	Successful: Yes/No

If no, provide explanation
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