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FIRSt System User Access Request

To apply for use of the State of Wisconsin, Department of Administration’s FIRSt System, please provide the following information to establish the user profile.
	Last Name
	First Name

	     
	     

	Email Address
	Telephone Number

	     
	     

	Agency Number
	User ID (NT Login ID that you use to log into your computer)

	   
	     


	Type of Access – Choose one of the four options below

	 FORMCHECKBOX 
 Agency Administrator
	 FORMCHECKBOX 
 Super User
	 FORMCHECKBOX 
 Unrestricted Web User
	 FORMCHECKBOX 
 Agency Web User


	Agency Administrator - The Agency Administrator will maintain users’ access for their agency, communicate system updates to their users via email or Home Page updates and, if necessary, establish the beginning cash balances for their agency.

	

	Super User - This role allows the user to access the Raw Data Query module of FIRSt.  The Super User will be able to access the agency numbers authorized for their agency.  For non-DOA agencies, the user must be set up under the primary agency in order to view all agencies on the authorized list.  If the user is not set up under the primary agency, then the user will only be able to view the agency entered when he or she was added to FIRSt on the User Administration screen.  This role is also known as a Power User.

	

	Unrestricted Web User - This role allows a user to view all agencies in their authorized list but does not include Raw Data Query capability.  For non-DOA agencies, the user must be set up under the primary agency on the list in order for them to view all agencies on the authorized list.  If the user is not set up under the primary agency, then the user will only be able to view the agency entered when he or she was added to FIRSt.  Note that if your agency is only authorized to view a single agency number, then the rights for an Unrestricted Web User and an Agency Web User will be the same.  (This statement does not apply to agency 505 usage.)

	

	Agency Web User - This role allows the user access to only one agency; the agency number is "hard-coded" on the query screen and cannot be changed by the user.  

	

	


Supervisor must submit this completed request as an E-mail Attachment to: [image: image3.wmf]DOADOASFirstTeam@wisconsin.gov


For Approval “Signature” please type your name and the date below. Your “signature” will be verified based on the email address from which the file is sent. 
Approval

	Approval of Supervisor
	
	Date (mm/dd/ccyy)
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