2 MONASH University

Request for Raiser’s Edge (RE)

User Access

Complete this form to request access as a new user, or change a user account for the Raiser's Edge (RE) donor

and alumni database system.
INSTRUCTIONS FOR REQUESTING RAISER’S EDGE USER ACCESS

FOR NEW USERS — This form is to be filled in prior to completing the RE training at
Monash University.

FOR EXISTING USERS — This form is to be filled in when the user’s details or access
requirements change.

e Print all information clearly using a blue or black pen.

e Complete all applicable sections.

o Keep a copy of this form for your records.

e Forward completed form with necessary signatures to the Systems and Information
Management Team, DACR.

e To avoid delays in processing your request, DO NOT forward this form to department
or faculty staff involved with the RE system.

The Raiser’s Edge Service Desk

Systems and Information Management Team
Donor, Alumni and Community Relations (DACR)
Office of the Vice-President (Advancement)

Address

Level 10, Building H
Caulfield Campus

900 Dandenong Road
Caulfield East VIC 3145

Phone: +61 3 9903 4809
Fax:  +61 3 9903 4605

Email: re-service-desk@adm.monash.edu.au

SECTION 1. NEW USER DETAILS: Complete the following information to identify the user.

Place a tick in the appropriate box:

(] Setup new RE user [ Update an existing RE user

[] Replace a current RE user

[ Delete an existing RE user

(complete sections 1,2 & 4)  (complete sections 1, 2 & 4)

(complete sections 1, 3 & 4)

(complete sections 1 & 4)

Name:
Last name (please print) First and middle names Title
Position
Title:
Department/ Faculty/
Centre/Unit: Division:
Building name/

Room no: number: Campus:
Phone
number: Email Address:
Personnel Authcate (Novell
no: user name):
NOTE:

1. Users will not receive a user name and access without prior Raiser’s Edge training. Contact the Systems and

Information Management Team for training dates.

2. The RE system user name will be the same as the person’s current Authcate (Novell user name).
If the person does not have an Authcate (Novell user name), then one must be obtained prior to applying for RE

user access.

3. When the RE account is activated the user’s initial password will be supplied to them. The user MUST change their

password upon initial log in to RE.

4. In the event of a lost or forgotten password, the user must notify the staff at the Systems and Information Management
Team, within DACR. The password will be reset to a new password. The user must change the new password when logging

into RE for the first time.

Any information collected by the Systems and Information Management Team within DACR will be used according to the

Information Privacy Act 2000 (Victoria).

If you wish to enquire about the handling of your personal information, please

contact the University Privacy Officer on 9905 6011 or via email at privacyofficer@adm.monash.edu.au.
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SECTION 2. RAISER’S EDGE ACCESS: Complete the following information to identify user type for allocation of the user’s security group.

Place a tick in the appropriate boxes that apply to your primary functions within the position you hold:

FOR NEW USERS  Add: [0 Marketing [0 Events Management 00 Administration
O Fundraising [J Relationship Management [0 Other (please explain)
FOR EXISTING Change O Marketing [ Events Management O Administration
USERS from: [0 Fundraising [0 Relationship Management O Other (please explain)
Change to:  [J Marketing [0 Events Management O Administration
O Fundraising [J Relationship Management [0 Other (please explain)
* Start date: / / End date: / /

NOTE: 1) Itis the responsibility of the Dean, Associate Dean, Faculty Manager or Divisional Director to confirm the appropriate
security group.

2)  The staff within the Systems and Information Management Team, or other delegated officers, may query the selection
of user type and may subsequently decline the request, or may offer a more suitable alternative.

3)  If a suitable security group cannot be determined then the Systems and Information Management Team, within DACR,
should be contacted.

4) Start and End Dates — Complete only if the access is required to be restricted to a specific timeframe.
* IMPORTANT: All requested access for temporary, casual or other short term appointments MUST include
start and end dates.

SECTION 3. REPLACE A CURRENT RE USER: Complete the following information to identify an existing user who is to be replaced.

Name of
existing user:

Last name (please print) First and middle names Title

Faculty/Centre/
Department: RE Login:

Reason for which current
user is being replaced by

user in Section 1:

SECTION 4. USER ACCESS APPROVAL
(Please ensure that this form is complete, signed and the appropriate approval obtained).

PERSON REQUESTING ACCESS TO Raiser’s Edge APPROVED BY
(Dean, Associate Dean, Faculty Manager or Divisional Director)
Please confirm the applicant’s selection in Section 2

Name Name
Title
/ / / /
Signature Date Signature Date

Systems and Information Management Team use only: ACTIONED BY: DATE: / /

User name:

Security group: # in that group
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