Amphitheater Public Schools

IT Procedures for Account Creation and Deletion

The revised online form will be used for all District account creation or deletion requests. The procedures are listed below.  

User Account Creation:
1. The following is a list of user accounts that can be requested for creation:

a. Network – user account to access District’s computer system

b. Email – user account to access District’s electronic messaging and calendar services

c. FinPlus – user account to access District’s financial system

d. Tyler – user account to access District’s student information system

e. SASI DI – user account to access District’s main student database.  Access to this database is only required for staff registering students.

f. Novus CMS – user account to access District’s template for creating teacher, site or department web pages

g. Food Service - Accuscan

2. If the FinPlus or Tyler box is checked, the accompanying explanation of employee job requirements must be completed.  

3. The completed form is electronically signed by principal or director (same electronic signature as used on PAF forms).

4. Electronic Request form is emailed to IT Account Request (itaccountrequest@amphi.com).

5. The form will be forwarded for verification to the Finance or MIS departments.  If approved, the responsible parties will check with the user’s supervisor to determine the level of need for Tyler and/or FinPlus, then initial next to the appropriate checkbox and email back to IT Account Request (itaccountrequest@amphi.com).  

6. IT Department will create the accounts.  

User Account Deletion (termination of employment):
1. All employee user accounts and associated data will be disabled immediately upon the Governing Board’s approval of employees’ separation.  Accounts will be deleted after 30 days unless IT Department is notified.
2. Principals and Directors will be instructed that shared files (Student Handbooks, forms, etc.) should be saved in Shared Folders on the Network rather than in employee folders.  If additional shared files need to be set up, the site will contact the IT Department for assistance.
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