Temporary Computing Account for Special UC Davis Affiliates
Guest faculty and staff, visiting scholars and others may receive temporary computing privileges when deemed
necessary by an affiliated University of California, Davis department. Temporary accounts are active for a
maximum of one (1) year, or until the owner’s affiliation with UC Davis ends, whichever comes first. Renewal of
this account is required for continuation of services beyond one (1) year.

There are four parts to completing the Online TAF. The first step is the initialization. The process is initiated by a
UC Davis sponsor or proxy. Once the necessary data has been entered, the TAF is automatically routed via email to
the affiliate for detailed information about them. This routing begins the second part of the process. After the
affiliate has entered their information, the TAF is automatically routed via email back to the sponsor to verify the
affiliate’s information and then the TAF is routed via email to the approver for approval and subsequent granting of
temporary computing privileges.
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Part 1: Sponsor Fills Out General Affiliate Information
The sponsor is required to submit the following information in the following order.

1.
2.

vk

8.

Affiliate's name: First Name, Middle Name, Last Name

Present email address of affiliate: This is the affiliate’s email address for contact and routing of the
Online TAF.

End date: Day, Month, Year. This field will auto-verify that the projected end date is within a year of the
submission date.

Type: Select a radio button representing the best description of the affiliate’s role with UC Davis.
Department: From the pull-down menu, select the department you will be working with to sponsor the
temporary affiliate. Departments are listed in alphabetical order by division, department, college, and
school.

Comments for affiliate: This area is used to document notes or questions relating to the Online TAF.
These comments will be pasted into an automated email and forwarded in the notice to the affiliate. The
sponsor will also receive an email verifying the information they have entered, including comments.
Sponsor’s Agreement: This states the intended use of the temporary computing privileges. When the
sponsor clicks “Yes, I agree,” the Online TAF will automatically be forwarded to the affiliate. If “No, I do
not agree” is selected, the Online TAF process will be canceled.

INFORMATIONEDUCATIONALTECHNOLOGY

Temporary Affiliate Form

Instructions
This section of the form is to be filled out by the sponsor. After the form is submitted, the temporary
affiliate will be invited to complete the form and submit it for approval.
Affiliate's First Middle Last
Mame *

Present
email
address of
affiliate *
Day Month Year
End date * Jan [gd|| 2008 &4
* One year or less from today; renewable after this date

C“Jisutmg Graduate Student

O Wisiting Teaching Faculty O Consultant
# 1IEing Teacning aculty onsuitan 'C'Ext!nsian Student

o Wisiting Research Faculty O Termporary Employee -~
i Concurrant Student

- ~ -
Type O Post-Doctoral Researcher O Vendar S
P ~ : U visiting Student
LA Misiting Lecturer L Grant Monitor ~ i
—~ - i : . Foreign Exchange Student
' Contractor ./ Public Service Partner

O other

Department | 1 o0\ NFO & EDUCATIONAL TECH

Comments
for affiliate

* Required fields.

Sponsor's Agregment:

1 do hereby verify the above named applicant’s affiliation with University of California at Davis and confirm
that this applicant should be granted temporary use of the privileges selected above. [ also certify that the
intended use of this account clearly supports the UC mission and will be used only for the purpose of
conducting business related to the applicant's affiliation with UC Davis. I understand that I may be
contacted by IET in the event of problems with, or apparent abuse of, this account.,

[ ves.lagree | [ No, |donotagree |

Part 1 is complete: Affiliate completes step 2.
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Part 2: Affiliate Updates Form and Adds Additional Personal Information
The temporary affiliate is required to complete the second part of the process. This is to be submitted online. When
the sponsor completes part 1, a link will be sent to the affiliate’s email address as listed in the sponsor’s initiation of
the TAF process.
1. Affiliate’s name: The affiliate’s name will be populated in the first line of the form. If it needs to be edited,
please take a moment to edit the affiliate’s (your) name before submitting the filled-out form to the
Sponsor.

INFORMATIONEDUCATIONALTECHNOLOGY

Future Students Current Students Faculty Stafl Parents Alumni & Friends Business Community

Temporary Affiliate Form

Instructions
This section of the form is to be filled out by the temporary affiliate.

First Middle Last

Affiliate's Name * Tom George Smith

Day Month Year

Date of Birth *
Jan

i1 was previously a UCD student, or am a current

student on PELP or filing fee status Enter your Student ID number, if known. This is not your Social Security Number,
1 was ly a UCD
o & Enter your Employee ID number, if known. This is not your Social Security Number.
Homne Local Business
Street Line T Street Line 1 Street Line 1
Address =
A Ieast BnRdiceyy e renulred Strest Lina 2 Straat Lina 2 Straat Ling 2
City, Stave, ZIP Cicy, State, ZIF City, State, 2P
Country Country Country
Phone *
Email Address * tajurachi@ucdavis.edu
Type Concurrent Student

Comments for sponsor

* Required fields

2. Date of Birth: Day, Month (pull down) and year (4 digits)

3. Previous student status: This is a two part entry. If the affiliate was a UC Davis student, check the box on
the left and enter (if known) the corresponding student I.D. number.

4. Previous employee status: This is a two part entry. If the affiliate was a UC Davis employee, check the

box on the left and enter (if known) the corresponding employee I.D. number.

Address: Here, you’ll see three columns. The affiliate has the capability to add multiple addresses.

6. Phone: The affiliate’s phone number must be entered without parentheses — but hyphens are accepted. For
instance 123-456-7890 is acceptable. (123) 456-7890 will be rejected and you will be provided with an
opportunity to re-enter the phone number before the Online TAF will be accepted and routed to the next
step in the process.

7. Email address: This is the affiliate’s email address as entered by the sponsor. If the temporary affiliate
wishes to have future correspondence sent to another address, enter that email address in this area and after
this form is submitted, all correspondence will be sent to the email address entered.

8. Type: This information is populated from the sponsor’s original data entry and categorized the temporary
affiliate. If this information is incorrect, please enter the correct affiliation in the comments field.

9. Comments for sponsor: Enter any comments you wish your sponsor to read. These comments will be
pasted into an automated email and forwarded in the notice to the next person in the process. The sponsor
will also receive an email verifying the information they have entered, including comments.

10. Affiliate’s agreement: Read and understand the Affiliate’s Agreement at the bottom of the online form.
This states the intended use of the temporary computing privileges. When the sponsor clicks “Yes, I agree,”
the Online TAF will automatically be forwarded to the next individual in the process. If “No, I do not
agree” is selected, the process will be canceled.

11. Step 2 is now complete: The sponsor will verify the affiliate’s information and then forward the affiliate’s
application to the approver.

v
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Part 3: Sponsor Confirms Affiliate Information and Assigns an Approver
1. Follow the link: You (the sponsor) will receive an email in your inbox when the affiliate completes their
portion. In your email, there will be a link to the page shown, below. Follow the link in your email to the
below page to complete the Online Temporary Affiliate Form.
2. View the screenshot, below. When you get to the page, you will see a form that is largely grayed out
except for a comments area.

Temporary Affiliate Form

Instructions
The sponsor should review the form and approve or deny it, If denied, the temporary affiliate will be invited to make the requested changes and resubmit it for approval.
Otherwise, it will be sent to the designated departmental approver.

RN riddle LAkt B Doublecheck the grayed out information

This is information added by the applicant and
it must be accuraie before accepfing the agreement
at the botiom of the page.

Affiliate’s Name

Home Local Business \

Address | Accurate? Click the “Yes, | agree” bution.

J'I if comedtions need to be made,
type them info the comment sechion and
your comments wil be forwarded back 1o the
affiiate for comection dfter the

Email Address - "No, | do not agree” bution is dicked.

Phone

Fill this out and click the Ne button below if the temporary affiliste needs to make changes to the above.

Comments to Temporary Affiliate

(leave blank if you will click Yes below)

Review of affiliate’s information: ; : )
Click yes to continue to fill out the form. Click no if there are any problems with the information above, aftar filing out the comments box.

[ ‘s, continue | [ Mo, send comments back to affiliate ]

(98]

Verify the affiliate’s information: Verify that the information (grayed out) is accurate.

4. Accept form or return it to affiliate: If the information is accurate, click “Yes, continue.” Proceed to
step 8. If the information is inaccurate, follow the steps below.

5. Return form to affiliate: If the information is not accurate, you may fill in the comments area and instruct
the affiliate what is incomplete, missing, or required additional attention. Click on the “No, send comments
back to affiliate” button.

6. Affiliate edits information: The affiliate will then receive an email including your comments and will
make the amendments as needed. When they complete their portion, the approver will receive another
email notifying them that the affiliate has completed their part.

7. Proceed to step 2. You will receive an email in your inbox when the affiliate adjusts their form. In that

email, there will be a link to the above page. Follow the link to complete this step and proceed from step 2

of Part 3’s instructions.
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8. Denote your approver: As the sponsor, you will select your departmental approver.

a.

Select from the pull-down menu: Select your departmental approver from the pull-down menu
next to the top radio button. Once an approver is selected, click, “Yes, I agree” to route the Online
TAF to the selected approver. Part 3 is now completed.

Is an approver is not listed? If an approver is not listed for your department, please select the
lower radio button and you will be able to select from a list of approvers after you select the “Yes,
continue” button at the bottom of the web page. Notes to the approver should be entered in the
comments window. Proceed to step C.

INFORMATIONEDUCATIONALTECHNOLOGY

Future Students Current Students |nmlbpil||l Parents Alumni & Friends Business Community

Temporary Affiliate Form

Instructions
The sponsor may now select an approver. You may select an approver from your department’s known authorized approvers in the pull-down list balow. If the
person you want to submit the form to is not in that list, you may search for them on the next page.
® select a verified approver from your department:
Department Approval

© The approver is not in the list above; 1 want to search for one on the next page.

Comments to Approver

{only if you have already selected an
approver above)

Confinue

Select approver from a searchable list: After selecting the lower radio button, click “Yes,
continue.” You are still required to select an approver from the next page (page shown in step
number 9).
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10.

11.

Identify your approver from a searchable list: The following screen has an interface that will enable you
to search for your approver. You can select your approver by first name, last name, or email address. You
will receive a list of compatible selections to your search data.

INFORMATIONEDUCATIONALTECHNOLOGY

Fubure Students | Cutrent Studmnts | Fculty | SUH| Farents| Al & Fitnda | Business Commonity

Temporary Affiliate Form

Instructions
The sponsor may now search the directory by name and/or email address for an approver. After searching, select the approver you want to submit the form to. If the approver is already verified, the form will be sent directly to
them. If not, there may be some delay as IET staff must first verify that your selected approver is authorized to approve TAFs.

First name:
Last name:
E-mail address:

Results

Name Title Department TAF Approver TAF Title

IApprover Selection:
If the approver you selected above is verified, the form will be sent directly to the approver. If not, IT Express will first need to verify that the person you selected is permitted to approve Temporary Affiliate Forms.

Select approver: From the list generated by the query (shown below), select the approver you wish to
approve your affiliate. Please verify their “Approver” status, first.

Temporary Affiliate Form

Instructions
The sponsor may now search the directory by name and/or email address for an approver. After searching, selact the approver you want to submit the form to. If the
approver is already verfied, the form will be sent directly to them. If not, there may be some delay as IET staff must first verify that your selected approver is authorized to
approve TAFs,

First name: -
Last name: jurach ~——— Seled any fieldjs) to search the database.
E-mail address: -
Search
Results Noiice that not all people that will be lised are approvers.
Mame Title Department \ TAF Approvef TAF Title
() Matthew Jurach Cmptr RsrcSpec  UCDHS: ANESTHESIOLOGY & PAIN MEDICINE Ho
humas Jurach Analyst OFFICE OF THE VICE PROVOST-INFORMATION AND EDUCATIONAL TECHNOLO@ Department Chair
T3 Ansugach ASSISTANT III TEMPORARY EMPLOYMENT SERVICES No

___Seledt a rodio bution

Approver Selection:

If the approver you selected above is verified, the form will be sent directly to the approver. If not, IT Express will first need to verify that the person you selected is permitted to approve Temporary
Affiliate Forms.

Submit to approver: When the approver is verified, click the “Submit” button. This will advance the
Online TAF to the end of the process.
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Part 4: Approver Verifies Affiliate Information and Approves or Denies the Temporary
Account.

1. Verify information, add comments (if needed), then approve or deny: In this screen, verify the
affiliate’s information, add comments for the sponsor if needed, and select the “Yes, I agree” button
after reading and understanding the agreement and the Online TAF process will be completed. If you
select, “No, I do not agree,” the affiliate will not be granted a Temporary Computing Account at UC
Davis and this process will be cancelled for that affiliate.

INFORMATIONEDUCATIONALTECHNOLOGY

Future Students Current Students | Faculty Staff Parents Alumni & Friends Business Community

Temporary Affiliate Form

Instructions

The sponsor should review the form and approve or deny it, If denied, the termporary affiliate will be invited to make the requested changes and resubmit it
for approval. Otherwise, it will be sent to the designated departmental approver.

First Middle Last
Affiliate’s Name

Home Local Business

Address

Phone
Email Address
Fill this out and click the Neo button below if the ternporary affiliate needs to make changes to the above.

Comments to Temporary
Affiliate

(leave blank if you will click Yes
below)

Review of affiliate’s information:
Click yes to continue to fill out the form. Click no if there are any problems with the information above, after filing out the comments box.

‘Yes, continue | [ No. send comments back o affiliate |
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