Process for submitting a FAME user access request form

Navigate to support.dar.uga.ed/FAME
Click on the Request Access or the Training + Getting Access buttons as shown below.
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The following page will display. There are 3 steps in getting access to the FAME system. Under Step 1, you will click the link for “access form”. Don’t forget to follow through with Steps 2 and 3 once your form is submitted.
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You will enter information for yourself, your Department Head, and your VP/Dean/Director of your school/college/unit. This will direct the electronic movement of the form in obtaining signatures so be sure you enter the names and email addresses correctly.
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Once you’ve entered information for the first 3 Roles, click Begin Signing button which will initiate the access form, as shown below.














To start completing the form, click the box for I agree to use electronic records and signatures as indicated by the yellow arrow. At that time, the CONTINUE button will become available, click it to continue.
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The red boxes shown below indicate required fields. Your UGA MyID is not your UGA CAN # (810/811), it typically includes your initials and perhaps numbers (ex: abc12345). 
***Do not click the FINISH button until after you’ve entered all required information and signed the form at the bottom.
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When you’ve finished entering data into all the required fields, you will Sign (electronically) and click the FINISH button. This action will deliver your form to your Department Head for their signatures via email (might check their spam folders). When the Department Head completes their part of the form, it will then move the form to the VP/Dean/Director for them to complete. From there, the form will deliver to our internal teams for processing and generating user access to the FAME system. Every person requesting access to FAME are required to attend FAME training, at the time of the scheduled training is when the user will receive their log in credentials.  If someone misses their scheduled training, their access will not be available until they attend a FAME training class. 
Please make sure you follow Step 2 in obtaining access to 02 Restricted VPN as you will need that to be able to access FAME with your log in credentials.
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Please review the documents below.

DocuSign Envelope ID: 675893EF-DCB-472E-8DB0-50A577723DCE

Form

A request should be completed for each individual nec

UNIVERSITY OF GEORGIA

L) FOUNDATION

ding access to the Foundation’s accounting and reporting system

known as FAME. All users must be familiar with the Foundation’s policies and procedures located at
hitp://policies.dar.uga.edu. Completed requests for access should be routed for appropriate department and unit approvals.

Cindy Test
Type/Print Name:__ "> o> UGA MylID:
Title Email Address
Unit Name: - select -- ~

Department Name

Dept. #

Campus Address

Phone No.:

Access Requested: || Check Request Initiator Check Request Approver [ |Reporting Access

*NOTE: Required training depends on the acy
available to current webform us

rs

1. Unit Access - Please select unit name for the drop down menu.

NOTE: For any unit given, user would have access to all accounts benefiti
UGA organization chart and unit listing can be obtained through OneSource.

level requested. Check Request Initiator and Approver are only

the sclected unit including accounts added later.
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TERMS OF USE AND CONFIDENTIALITY STATEMENT:
As an employee of the University of Georgia, | am aware that any information, data, or materials | wil have access o in FAME is to be.
treated in a confidential and professional manner. | agree the information will only be used for the support of internal departmental
functions and may not be disclosed to any third party or used for any purpose other than University related business. I have read and
understand the policies and procedures of the University of Georgia Foundation and wil adhere o them. I will implement adequate
physical security procedures and protect my login and password to guarantee that unauthorized persons do not have access to FAME or
its information. 1 understand FAME wses Internet-based connection which should not be left running unless it is actively being used. I
understand that failure to follow these guidelines could result in the revocation of access. By signing below, I agree to abide by the
aforementioned guidelines

- 02/02/2021 | 11:03 AM EST
Signature; Date:

APPROVALS;
‘The request for access must be approved by the primary persons responsible for Foundation business for the unit(s)
indicated above. In most cases, this will be the Vice-President, Dean or Director of the applicable unit.

Department Head:

VP/Dean/Director:
SIGRATURE TYPEFRINT NAME DATE

*###%24%The Area Below Is For Use By The Information Technology DepartmentOs

Date & Authorizer: Date & Assigner: Date & Trainer:

Roles:

Revised: May 1, 2020. This form supersedes previous FAME or ONESolution Access Forms.
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The first step in gaining access to FAME is to fill out an access form. This form will ask for your information, where you work, what kinds of

access you need, and then some signatures from supervisors and/or deans.

+ Step 2: Request Access to the 02 Restricted VPN

+ Step 3: Attend an Online Class

The UGA Division of Development & Alumni Relations
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PowerForm Signer Information

Fillin the name and email for each signing role listed below. Signers will receive
an email inviting them to sign this document

Please enter your name and email
to begin the signing process.

Your Role:
Employee ~

‘Your Name:
‘Your Email:

Please provide information for any other
signers needed for this document.
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