
HOW TO FILL OUT A SYSTEM ACCESS REQUEST FORM 

Please note… In order to be processed, this form must be filled out by the direct supervisor or 

department super-user of the employee needing the access. 

Go to the Whitworth homepage www.whitworth.edu, click on the “Faculty & Staff" tab, and click on the 

“Technology” link in the red sidebar on the left. 

 

Click on the link for the System Access Request Site  

 

Click on the link “Click here to fill out System Access Request.”  

 

 

http://www.whitworth.edu/
http://teams/sites/infosys/SystemAccessRequest/default.aspx


 

The fields for the “supervisor/superuser name”, “supervisor phone” and “request date” fields should 

auto-populate. Fill in the first yellow field box with the employees name and check the name using the 

small icon to the right of the field box. 

   

Enter the employee’s phone extension and ID number in the remaining yellow field boxes. Check the 

appropriate red-outlined boxes indicating what type of employee (regular or student) and what type of 

access (new or additional) you wish to grant to the employee. Finally, check the box indicating which 

access (shared drive, Datatel, or Radix) you are requesting. Hit the “submit” button. 

 

 


