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GETTING TO KNOW UcHICAGO

University systems ACCESS list

The chart below outlines steps for granting a new hire access to University systems. Please first consult with your department HR representative to determine if your department has any alternate procedures for obtaining access to the systems below or other systems not listed.
	System/Application
	How to Get Access
	Contact

	Employee Self Service (ESS)
	Submit new hire paperwork to HRS Records.


	HRS Benefits, benefits@uchicago.edu

	Mainframe (FAS, APS-PO, EDB)
	1. Complete ITS form via fax to 4-2152 or email to fhra-librarian@lists.uchicago.edu

2. Complete and submit confidentiality form to HRS Records
	ITS Financial Services

	Active Directory account (University systems, servers, etc)
	Contact department directory reviewer. If unsure of department directory reviewer, contact the University of Chicago Directory office at 2-2222 or directory@uchicago.edu.
	University of Chicago Directory office, 2-2222, directory@uchicago.edu.

	University email (xmail)
	Use the linked form to place an order with IT Services or contact ITS at 29100@uchicago.edu or 773-702-9100, option 4.
	ITS

	Chicago Card
	1. Submit new hire paperwork to HRS Records.
2. Send/take new hire to Identity & Privileges Office, located in room 100F in the lobby of Joseph Regenstein Library
	Identification & Privileges Office

(773) 702-3344



	Phone, Voicemail, Authorization Code, Calling Cards
	Contact IT Services at 29100@uchicago.edu or 773-702-9100, option 4.
	ITS

	Business Objects (IRF)
	1. Complete and obtain signatures for IRF enrollment form and confidentiality agreement
2. Fax forms to 2-6090, Attn: IRF Security, or email scanned PDF files to irf-support@lists.uchicago.edu
	ITS
IRF-Support@lists.uchicago.edu

	FAS – authorized signer access
	Email a request for an authorized signed to Payroll, payroll@uchicago.edu
	Payroll

	GEMS (access and cards)
	Submit new hire paperwork to Records.

To request a credit card, apply online at:

https://gems.uchicago.edu/apply


	Contact gemssupport@uchicago.edu or call 1-773-702-5541.

gemscard@uchicago.edu or call 1-773-702-4360.

	UCTime
	1. Submit new hire paperwork to HRS Records.
2. Access system via link:
https://uchicago.cybershift.net/
3. Use CNET and password to enter
	HRS Records, records@uchicago.edu
uchicagotimesupport@uchicago.edu


	AURA
(University Research Administration system)
	Complete the AURA-grants Role Assignment worksheet
	Lynda Wolter, lswolter@uchicago.edu
aura-help@uchicago.edu

	OnBase (i.e. Ledger application)
	Send email request to ceikon-support@lists.uchicago.edu
	ITS

ceikon-support@lists.uchicago.edu

	BuySite
	Request a BuySite account by emailing

the following information to

buysite@listhost.uchicago.edu:

· Full Name

· CNetID

· BuySite Department

· Is the new staff member a requester or approver?

	Financial Services, buysite@listhost.uchicago.edu


	ACCTS/PETS

	1) Send the request by email to Financial Services - Vickie Taylor (taylorv@uchicago.edu) 

2) Complete and obtain signatures for IRF enrollment form and confidentiality agreement

	Financial Services, Vickie Taylor (taylorv@uchicago.edu)

ITS-Admin Systems

Primary:  Juris Bocek, jbocek@uchicago.edu, 2-4501

Secondary:  Joe Rothenberger, jrothen1@uchicago.edu, 2-3432

	Griffin (development system)
	
	ITS, 

griffinhelp@uchicago.edu

	Gargoyle (student system)
	Contact your Unit’s lead student and academic systems representative to initiate system access request.
	Registrar’s Office 

Primary:  Andy Hannah, ashannah@uchicago.edu, 2-7876

Secondary: Rick Ford, rford@uchicago.edu, 4-4869

	Division/Department IT
	Access to Divisional/Departmental applications need to be considered and the appropriate individuals contacted to grant access.

	Unit specific applications
	Access to unit applications need to be considered and the appropriate individuals contacted to grant access.

	UCMC for BSD employees
	Access to UCMC applications need to be considered and the appropriate individuals contacted to grant access.
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