INSTRUCTIONS FOR COMPLETING THE FORM FOR 

UNIVERSITY ACCESS AUTHORIZATION FOR UNIVERSITY AFFILIATES AND OTHERS
This form is used to gain access to various University facilities & services, such as Comet Card, library or computer access, for  
· Individuals visiting campus for an extended period of time to conduct research or perform other activities for which they are not being paid as an employee. 

· Faculty members new to campus whose appointment has not yet begun and/or for whom HR paper work is in process. 

· Certain new staff whose HR paper work is in process and who must have immediate access to buildings, doors, or parking.** 

· Under special circumstances noted on the form, UTD students who are not registered for the current semester.  Note that students must have a sponsor from the academic office. 

 

** NOTE:  All other staff must be in the HR system to receive Comet Cards.

 

The University Access Authorization Form replaces the Uncompensated Visitor Form.  

Staff and faculty that do not fit the categories above must complete the Comet Card Request for Faculty/Staff and be in the HR system to receive Comet Cards.

  

Please type the forms and do not use markers to hi-lite areas.  These forms are scanned and faxed and need to be readable.

Contact Information:

Complete all information as indicated.   This form may be completed either by the Sponsor on campus, or by the requester from an off-campus location.  The form and instructions can be found at http://www.utdallas.edu/ir/tcs/eforms/.
information on person requesting access
Complete all information as indicated.  If the individual does not have a social security number or UTD-ID, he/she will need to go to the Student Records office to get a temporary identification number before filling out the form.  (This step could be completed by the sponsor.)
Access Required:

Check all that apply and route Access Authorization Form with appropriate form(s).   (see below)  

The request may be routed via fax to speed up the process.   If completed by the requestor off campus, the form would be signed and faxed to the UTD Sponsor, with the original to follow.   The UTD Sponsor would approve and fax the form to the Information Security Officer (6865), who will process and fax to the Comet Card Director (6144), who will process and fax to the Library Assistant Director (2473) for final processing and fax back to the Sponsor.  The Sponsor can then notify the individual to go to the Info Depot to obtain a Comet Card.     
Computer           
Complete an Information Resources Computer Account Request Form and
Account(s)
a Non-Disclosure Acknowledgement Form (also available at the site noted above).
Comet Card
A Comet Card is required for University services, including library privileges.  The cost of the Comet Card is $18.00.  Indicate the departmental account number to be charged.  Individual must visit the Info Depot to get a Comet Card once the form has been approved.   For more information on the Comet Card, please visit the following website: http://www.utdallas.edu/student/slife/cometcard.html 

Library
Visiting Scholar access can be granted to new faculty on campus prior to the start of an appointment, as well as to University Affiliates who may be here engaged in research.


Student access can be granted as well for those students who meet the criteria noted on the form.  NOTE: Library access must be renewed every semester while other access on the form is for the academic year.  During that academic year, any renewal of Library privileges for University Affiliates or Scholars should be requested by a memo from the UTD Sponsor (Dean, Program Head etc.) to the Assistant Library Director, Ms. Jean Vik.  

Keys     
Complete a Physical Plant Key Request form in the name of the UTD employee

for Office
who will be responsible for the keys (i.e., Dir, Dept Head, Dept AA, etc.)

Parking
Complete a Parking Permit form located at the UTD Police Dept.

Checkout:


Complete The University of Texas at Dallas Checkout Procedure Form prior to individual’s departure.
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