
FRS AND BOISE CASCADE SYSTEMS ACCESS 
 
RETURN FORM TO:  SYSTEMS & PROCEDURES SECTION   
     ATTN:  JOHN SIMS 
     BUSINESS OFFICE, 1131 OLD MAIN  
     PHONE 581-6446 OR 581-7819 
 
 
USER'S NAME:__________________________________________________________________________________________ 
 
DEPARTMENT NAME/ADDRESS:_____________________________________________________________________ 
 
DEPARTMENT PHONE NUMBER:______________  FAX NUMBER _________DATE:___________________ 
 

USER ID 
*If none assigned, please complete the section below. 

EMAIL 
  

        
 
Position Type:  Administrator______     Civil Service______ Student _____ 
 
Status:    Full-Time_____ Part-Time______ Title ________________________________ 
 
 
ACCESS REQUIRED: 
 
PLEASE INDICATE THE ACCOUNT(S) YOU WILL NEED ACCESS TO: 
 
ACCOUNT NUMBER  ACCOUNT NAME    FISCAL AGENT 
 
_______________________________ ______________________________________________ _____________________________________________ 
 
_______________________________ ______________________________________________ _____________________________________________ 
 
_______________________________ ______________________________________________ _____________________________________________ 
 
 
AUTHORIZATION:_________________________________  _________________________________  __________________ 
                     FISCAL AGENT SIGNATURE                         PLEASE PRINT NAME                      DATE 
 
 
I have read and understand the Confidentiality Notice that was attached to this document. 
 
 
_______________________________________________              ____________________ 
Signature of  individual requesting computer access          Date signed 
 
 
Staff Requesting Access should view the following web site and plan to attend the next available Privacy Training. 
 
View the “Safeguarding Private Information” Presentation 
(http://www.eiu.edu/~auditing/privacy.ppt) 
 
 

**************************Business Office Use Only****************************** 
 
SCT #:______________________ 
 
 
Revised 06/07/04 

http://www.eiu.edu/~auditing/privacy.ppt


Confidentiality Notice - Eastern Illinois University 
 
Eastern Illinois University maintains strict confidentiality and security of records in compliance with the 
Family Educational Rights and Privacy Act of 1974 (FERPA), the Health Insurance Portability and 
Accountability Act (HIPAA) and the Gramm-Leach-Bliley Act (GLBA), in addition to other federal and 
state laws. These laws pertain to the security and privacy of all records that contain information that 
identifies or could lead to the identification of a student or that could reveal private information 
concerning an employee or customer. 
 
Employees are authorized access to such private information as a condition of employment to the 
extent necessary to perform their duties. As an employee/volunteer/student/third party administrator 
of the university, you are required to protect against unauthorized access to such information, ensure 
the security and privacy of such information, and disclose any anticipated threats or hazards to such 
information. You must be very careful not to release this information to the public or to other 
individuals, including but not limited to University employees who have not been authorized or who do 
not have a legitimate institutional or business need to know. Any questions regarding release of 
such information to another person should be directed to your supervisor or their designee. 
Eastern Illinois University defines unauthorized access to be: 

1. Access to student, employee or University information not necessary to carry out your job 
responsibilities.  

2. Non-business or non-institutional access to the records of a student or employee. This includes your 
children as protected under FERPA, spouse, parents and other relatives as well as friends and 
acquaintances.  

3. Release of student or employee information to unauthorized internal or external users.  

4. Release of additional or excessive student or employee information to an authorized individual/agency 
than is essential to meeting the stated purpose of an approved request.  

Information may not be divulged, copied, released, sold, loaned, reviewed, altered or destroyed 
except as properly authorized by the appropriate university official within the scope of applicable 
federal or state laws, including record retention schedules and corresponding Internal Governing 
Policies. 
 
As an employee of Eastern Illinois University, you must abide by the rules, regulations, policies and 
procedures of EIU as well as federal and state laws applicable to your position at the university. EIU 
may at any time, revoke employee/volunteer/student/third party access, other authorization, or other 
access to confidential information. Additionally, failure to comply with any of the acts, rules, 
regulations, EIU policies and corresponding procedures may result in disciplinary actions, including 
termination of employment. Criminal or civil penalties may also be imposed, depending upon the 
nature and severity of the breach of confidentiality. 
 
 


	FRS AND BOISE CASCADE SYSTEMS ACCESS
	RETURN FORM TO:		SYSTEMS & PROCEDURES SECTION
	ACCOUNT NUMBER		ACCOUNT NAME				FISCAL AGENT
	AUTHORIZATION:_________________________________  _________________________________  __________________

	Confidentiality Notice - Eastern Illinois University

	User Name: 
	Dept Address: 
	Phone 1: 
	fax 1: 
	date: 
	userid: 
	email: 
	ad: Off
	cs: Off
	cu: Off
	ft: Off
	pt: Off
	Title: 
	Acct #1: 
	Acct #2: 
	Acct #3: 
	Acct name 1: 
	Acct name 2: 
	Acct name 3: 
	Fiscal Agent 1: 
	Authorizing Fiscal Agent: 


