e UNIVERSITYof TENNESSEE

Office of the University Registrar

Student Information Systems (SIS)
Account Request

Complete and send to: Enroliment Services
219 Student Services Building
865-974-4316
Name: Request Date:
LAST FIRST MIDDLE MM/DD/YY
UT ID: NetlD: Email Address:
UT Position/Job Title: Birth Date:
College: Dept: Phone:

Check only the system(s) to which you need access. A description of each system and available dates are available on the
OIT (http:// www.utk.edu/sis) website.

ADMISSIONS
- Undergraduate Admission Inquiry —— Undergraduate Admission Update (UG Admissions Staff Only)
— Graduate Admission Inquiry — Graduate Admission Update (GR Admissions Staff Only)

ACADEMIC HISTORY & ADVISING
— Demo-Bio — Advising Inquiry — Academic History/DARS Undergraduate Students

—High School —— Advising Update — Graduate Students

TIMETABLE & ROOM SCHEDULING
—_Timetable Inquiry ___Room Scheduling Inquiry

— Timetable Update — Room Scheduling Update

REGISTRATION

Registration Inquiry Registration Permissions Update = —— Registration Title IV Class Roll Update
——Registration Drop./Add ——Registration Student Group Update
Registration Update Advising Requirement — Registration Max Hours Override

Provide an explanation of how you intend to use the system(s) you have selected. Access will not be granted without an

explanation.

You must have a network printer to print an Academic History Report (AHR). If you do not have a network printer, are unsure if
you have a network printer, or do not know your printer’s remote number, please contact Network Services. Do not attempt
to print an Academic History Report if you do not have a network printer.



If you do have a remote printer (s), please list the remote number (s): Primary Printer RMT
Additional Printers RMT RMT

SECURITY OF USER IDS AND PASSWORDS

Your user ID and password may not be shared with anyone. This account is established for the sole use of the requesting
party. You may not log anyone other than yourself onto the Student Information System (SIS) with your user ID and/or
password. You may not leave your SIS account open while you are out of your office. To secure your SIS account properly,
you must either log off SIS or lock your PC with a password (e.g. screensaver password) when it is not in use. Violation of
this policy could result in revocation of access to SIS and disciplinary action up to and including termination of
employment.

CONFIDENTIALITY OF EDUCATION RECORDS

The confidentiality of education records is governed by The Family Educational Rights and Privacy Act (FERPA), 20 U.S.C.
§ 1232g, as amended, and its implementing regulations, and the confidentiality provisions of the Tennessee Public Records
Act, Tenn. Code Ann. §10-7-504 (a)(4). Absent the student’s written consent, review and approval by the Chancellor, the
Dean of Students, the Dean of Enrollment Services, or the University Registrar (or their designees) is required for the
exercise of the statutory exceptions to the confidentiality of education records, including any lawful disclosure to non-
University persons or agencies and disclosure under emergency circumstances.

All users are expected to act in a responsible, ethical, and lawful manner when using the University’s information
technology resources.

The University’s information technology resources are provided for use in conducting authorized university business only.
Using these resources for personal gain, illegal, or obscene activities is prohibited.

CONFIDENTIALITY AGREEMENT: | understand that under mandate of federal and state laws identified on this form,
University policy protects the confidentiality of education records (including student academic histories) and information
contained in education records. Without the student’s written consent, | will not disclose education records or information
contained in education records to any person or organization outside the University or (2) to any office or individual within
the University community unless that University office or individual has been determined by the University to have a
legitimate educational interest. | will keep the records and information | retrieve in such a way that they cannot be accessed
by unauthorized persons, and when no longer needed for the purpose(s) described below, | will destroy all copies so that
they are no longer recognizable.

By signing below, | certify that | understand and will comply with the above-stated limitations on disclosure and use of all
education records | access through my SIS account. | understand that failure to comply with these limitations is a violation
of University policy subject to disciplinary action up to and including termination of employment | further understand that
failure to comply with the restrictions outlined on this form concerning security of my SIS user ID and password is a
violation of University policy subject to revocation of SIS access and disciplinary action up to and including termination of
employment.

Signature Date

Dean, Director, Department Head Approval Date

For Office Use Only

User’s IMS ID: Date:
Registrar Approval: Date:
UG Admissions Approval: Date:

GR Admissions Approval: Date:
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