APHIS STARweb Access Request Form


 FORMCHECKBOX 

 URGENT REQUEST needed by pay period:  00

General Information: 


Fill out this form to request new STARweb access or to change existing access. This form must be filled out completely and accurately to be accepted for processing. 
You must use your computer to fill-out this form. Tab from field to field and use your mouse for drop-down menus. Print, sign and fax the completed form to your program’s Civilian Pay Technician at 612-370-2361. You can find information to identify your program’s Civilian Pay Technician on this USDA-APHIS-HR-Leave and Compensation Team web page: 
http://www.aphis.usda.gov/mrpbs/employee_directory/pay_leave_tod.html  
A separate request must be completed for each user.
To inquire about the status of your request send an e-mail to your program’s Civilian Pay Technician. Access requests may take up to 3 weeks so please fill out this form as soon as you are aware of an access need.  Once the request has been granted the user will be notified via e-mail.

User Information: 


	Last name:      

	First name:      

	Middle Initial:   
	SSN: 000-00-0000

	 FORMCHECKBOX 
 non-U.S. citizen  

A social security number is required in order to grant STARweb access.  Check this box if you are not a U.S. citizen & do not have a social security number. A temporary substitute number will be assigned to you.



	NFC AP ID: AP     
	 FORMCHECKBOX 
 I do not have 

     an NFC AP ID

	Program:  FORMDROPDOWN 


	Position Title: 
     

	 FORMCHECKBOX 
 I am a contractor and my contract expires on this date:      
A contractor’s STARweb ID will expire at the end of their contract. If your contract is renewed, it is your responsibility to request an extension of your ID expiration date through your Civilian Pay Technician.


	Office Address:      

	City:
     
	State:
     Zip:      

	Phone:
000-000-0000
Fax: 000-000-0000

	Supervisor’s Name:
     

	Supervisor’s Phone:
000-000-0000



STARweb Access: 


Request Type:
 FORMCHECKBOX 
 New STARweb user 
· A new user of STARweb—even if you already have an NFC AP ID for access into another program

 FORMCHECKBOX 
 Change STARweb access 

· Add or remove access to contact points
 FORMCHECKBOX 
 Revoke STARweb access 
· Delete access for those no longer processing T&As
 FORMCHECKBOX 
 Reinstate STARweb access
· Reinstate STARweb ID access revoked due to non-use (login once each month to prevent this!)
Access Type:
 FORMCHECKBOX 
 Timekeeper / Transmitter 
· All APHIS Timekeepers would check this box
 FORMCHECKBOX 
 Application Administrator 
· Agency support staff (e.g., Leave and Compensation Team) would check this box
Contact Point(s): You will have access only to those contact point(s) you request. Be sure to list all contacts points you need access to as a Primary or Backup Timekeeper. 
	Add or Remove
	Contact Point
34=Agency, 00=State, 0000=Town, 00=Unit, 00=Timekeeper
	Primary or Backup

	 FORMDROPDOWN 

	34-00-0000-00-00
	 FORMDROPDOWN 


	 FORMDROPDOWN 

	34-00-0000-00-00
	 FORMDROPDOWN 


	 FORMDROPDOWN 

	34-00-0000-00-00
	 FORMDROPDOWN 


	 FORMDROPDOWN 

	34-00-0000-00-00
	 FORMDROPDOWN 


	 FORMDROPDOWN 

	34-00-0000-00-00
	 FORMDROPDOWN 


	 FORMDROPDOWN 

	34-00-0000-00-00
	 FORMDROPDOWN 


	 FORMDROPDOWN 

	34-00-0000-00-00
	 FORMDROPDOWN 




Security Rules: 


1. Protect your ID & password.  You are responsible for any activity associated with your ID & password.  DO NOT SHARE your ID & password with others nor reveal this information to anyone else.  Your ID is linked to your social security number; actions performed with your ID can be recorded as being performed by you.

2. Keep your ID active.  NFC will revoke your ID including STARweb access if not used within 60 days.  It is your responsibility to keep your ID active.  To be sure your ID does not get revoked, be sure to login to STARweb at least every 30 days.

3. Change your password.  If you think your password is known by someone else, change your password immediately.  Report security compromises to your supervisor or ATAC (APHIS Technical Assistance Center) at 877-944-8457, opt. 3.
4. Log off of STARweb anytime you leave your computer terminal.  STARweb contains sensitive timekeeping data; it is your responsibility to uphold the security of this data.

5. Report access changes immediately.  It is your responsibility to complete this form when your timekeeping duties change.  This includes contact point access additions, contact point access removal, and complete removal of STARweb access if you no longer perform timekeeping duties.  Remember to complete & submit this form as soon as you are aware of a change as access changes may take up to 3 weeks. 
6. Backup Timekeeper. It is the Primary timekeeper’s responsibility to make sure they have at least one backup timekeeper with access to their contact point(s) at all times. More than one backup is recommended, with one backup in another location to help circumvent any local internet access problems.
User Acknowledgement: I have filled out this form accurately to the best of my knowledge.  I have read, understand, & agree to the security rules. 
User Signature: ___________________________________
Date: ____________________

Supervisor Signature: _______________________________
Date: ____________________​

Supervisor signature indicates approval of the access being requested by the user on this form.


Additional Comments:


Please indicate any additional information regarding your access request:
     [image: image1.png]



Last updated 3/04 – altered  by user on 3/15/2004
1

