Steps to getting someone set up as a JPoint (SalePoint) user.  

1.  Send an e-mail to Judy Ferris (jsferris@fau.edu) or Dianne Parkerson (parkerso@fau.edu).  This access can be done and effective immediately.  

2.  The form at http://www.fau.edu/br-sis/access.html can be used.  Whether this form is used or an e-mail, it needs to be in writing – not verbal – from a Supervisor.
3.  Notify Judy or Dianne should someone leave the Cashier position.

Steps to getting someone set up as an OASIS (SIS-BR) user.  
1.  A NWRDC User ID must first be established.  This is handled through Nina Taylor.  If Nina is notified that the user will be used OASIS, that may speed up the step 3.

2.  Once the NWRDC User ID has been established, notify Dianne Parkerson to set up the person as an OASIS – Billing/Receivable user.  The form at http://www.fau.edu/br-sis/access.html should be used.  The form will indicate the user’s need which will determine the screens needed and if Inquiry or Update access is needed.  The form must originate with the employee’s Supervisor.
3.  In setting up the NWRDC account, if Nina set the user up as an OASIS user, then access to particular screens can be processed immediately.  Otherwise, it will take a day or two for OASIS access can be granted.
4.  Once OASIS access is granted, Dianne Parkerson will grant access to the needed Billing/Receivable screens.  This will take effect the following day.
5.  This office can grant access to BR screens only.  Access to other areas (Financial Aid, Registrar and Admissions) should be requested of those offices, giving them the NW User ID and the needed screens.

6.  There are time a request will come from another area to grant someone access.  If they already have the NWRDC user ID, OASIS access and the BR access is form something  like view only 407-409, access will be given.  However should it be for something like waivers, then the form in #2 should be used.
7.  One user should not sign on for another user.  The type of access is associated with the user (not the computer) and signing on for someone else may be granting far more access than needed.

8.  Notify Dianne should someone no long need SIS access.
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