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Student Information System Access - iSIS Form
Academic Advisor Security

	Department Name
	KSU department name in which the Faculty/Advisor works

	Employee Name
	Full Faculty/Advisor name, including middle name or initial

	K-State eID
	Approved K-State eID; this will be the iSIS User ID

	Wildcat ID (WID)
	9-digit Wildcat ID, (beginning with an 8) as found on the Faculty/Advisor’s Wildcat ID card

	Position Title
	Faculty/Advisor official position title

	Work Phone
	Faculty/Advisor work phone, including area code if off campus

	Action Requested
	New: Faculty/Advisor is a new iSIS user
Change: Faculty/Advisor is making a change to current security access
Access Termination: Faculty/Advisor is no longer employed or access to iSIS is to be removed

	Eff Date
	Effective Date of iSIS new or changed access

	Employee Signature/Date
	Faculty/Advisor must read then acknowledge agreement by signing and dating the form where indicated


User’s Role Access
	Academic Advisor
	This role should always be selected for persons with advising responsibility.  

	Student Services Center
	This role should always be selected for persons with advising responsibility.  It allows the user access to view the Student Center to view the same information that the student views.

	Class Permissions
	This role will be selected when the Faculty/Advisor has access to update class permissions in iSIS.  This authorization is determined by each college.


Other Secondary Security
Valid codes for the various security elements may be found at: 

http://www.k-state.edu/isishelp/forms/
	Career
	Graduate, Undergraduate, Veterinary Medicine or indicate “ALL”

	Academic Programs
	Either check “ALL Programs” to be granted access to all programs for the career indicated or list specific program codes.  
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Check the “Add” box to add security for the user; if user should no longer have security for a particular function or area, check the “Delete” box.  List the short character codes for each appropriate security.  

	Academic Org
	Indicate the academic organization 5-digit code for which the Faculty/Advisor has access; for the entire university, indicate 00000.  This is the same Department code used in FIS and HRIS (last 5 digits).  For example, for entire College of Arts & Sciences, enter 20010; do not list each individual department within the college.  To grant access to most departments within a college, but not all, list the college department code first, then on a separate line, indicate “No Access” by the department codes that should not be included in the access.  If security is to be granted to “ALL”, indicate ALL.  

	Service Indicators
	For colleges and departments that require students to see an Academic Advisor before enrolling for Classes, security must be set for the ADV Service Indicator.  Check the boxes for both Place and Release.  Enter ADV on the line to the right.


Authorization

	Dept Head Name/Signature
	Obtain the Faculty/Advisor department head signature for approval of the requested iSIS system access


The iTAC Security Action Taken box is for iTAC use only.

Send the completed form to Security Administration, iTAC, 214 Hale Library.  
Contact the Information Technology Assistance Center (iTAC) Help Desk at 532-7722 with any questions.
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