
SOUTHSIDE VIRGINIA COMMUNITY COLLEGE 
Christanna Campus ● 109 Campus Drive ● Alberta, VA 23821 

John H. Daniel Campus ● 200 Daniel Road ● Keysville, VA 23847 

Applications Account Request Form 

For Security Officer Use Only:   ISO Received:  ____________________ 
SIS Account  Created by:  __________________________ Date:  _______________________ 
EMPLID: _______________________  Username:___________________ 
VCCS College Role: ___________________________________________________________ 
VCCS NETMENU  User ID: _________________________ 
WEB APPLICATION  User ID: _______________________                               Revised:  Oct 2006 

Section I:  All Users 
 ADD NEW USER       UPDATE USER       DELETE USER 

Legal Name:  ___________________________________________________________ 
                            First                     Middle                             Last 

Account Name Preferred:  _________________________________________________ 
  *If Preferred first name is different than legal name     Preferred First Name 

Title/Position:  ___________________________________________________________  

Employee Type:  Classified Staff  Wage Administrator   Full-time DFAulty  Adjunct DFAulty 

Supervisor:  ________________________________ Department:  _____________________    

Office Phone:  _________________________  Email:  ______________________________ 

Location: Christanna  John H. Daniel  CWW  Estes Center  LCAKC  Pickett  SVHEC  
I agree to comply with Southside Virginia Community College’s Acceptable Use Policy for Information 
Technology Resources. 
Employee Signature:  _______________________ Supervisor’s Signature:  ___________________ 
 
Section II:  VCCS SIS USERS (Staff Only) 
Social Security Number:  _________________ Birthdate:  ____________________ 

VCCS SISCOPYID:  __________________________________________________________ 
You must select only one college role for your SIS account.  This is your security access to pages required for your 
job function.   
Information Owner Signature:  ________________________________________________ 

Section III:  FINANCIAL RECORDS SYSTEMS (Staff Only) 
  CARS (Commonwealth Accounting and Reporting System) *Additional form required – See Business Manger 
  CIPPS (Commonwealth Integrated Payroll System) *Additional form required – See Human Resource Manger 
  FRS (Financial Record System) *Additional form required – See Business Manger 
  FRS Prior YEAR (Financial Record System) *Additional form required – See Business Manger 
  TSO @ CENA NOVA HOST DIT  *Reason must be provided 
  FINDS (Financial Downloading System) *Additional form required  
  eVA (Purchasing)  *Additional form required 

 
Section IV:  WEB APPLICATION (Admissions Staff Only) 

  STAFF WEB APPLICATION  
 
Section V:  Directory Services MyVCCS (SVCC Technical Support Staff Only) 

  Person Information Lookup      DOWNLOAD ROSTERS 
  DIRECTORY MANAGER*      Web Security Administrator* 

*Information Security Officer & Backup Only Users allowed to have access 



SOUTHSIDE VIRGINIA COMMUNITY COLLEGE 
Christanna Campus ● 109 Campus Drive ● Alberta, VA 23821 

John H. Daniel Campus ● 200 Daniel Road ● Keysville, VA 23847 

Applications Account Request Form 

For Security Officer Use Only:   ISO Received:  ____________________ 
SIS Account  Created by:  __________________________ Date:  _______________________ 
EMPLID: _______________________  Username:___________________ 
VCCS College Role: ___________________________________________________________ 
VCCS NETMENU  User ID: _________________________ 
WEB APPLICATION  User ID: _______________________                               Revised:  Oct 2006 

SECTION II:  Student Information System 
You may select only one SISCOPYID and it must be approved by Information Owner 
before access with be granted. 

SISCOPYID Description 
Info 

Owner 

QADMAASC On-campus Admissions with Scheduling DAR

QADMOFF On-campus Admissions DAR

QBOKSTR2 Off-campus Bookstore (Limited) BM

QBOOKSTR On-campus Bookstore , service indicators BM

QBUSMGR Business Manager – Includes SF Table setups BM

QCAKCADV Off-campus – Includes: admissions, enrollment & advisement DAR, DFA

QCASHCLC Cashier Clerk: Christanna–Includes: opening cashier office, taking payments  BM

QCASHCLD Cashier Clerk: Daniel–Includes: opening cashier office, taking payments BM

QCASHMRC Christanna & related off campus access, 3rd party contracts BM

QCASHMRD Daniel & related off campus access, 3rd party contracts BM

QCOUNSEL Counseling access, advisement transcripts, student inquiry DAR, DFA

QCOUNSEPT Counseling access plus placement test score input, advisement transcripts DAR, DFA

QCWWCASH CWW off-campus access:  admissions, enrollment, CWW cashier office DAR, BM, DFA

QCWWPPK Pickett off-campus access:  admissions, enrollment, Pickett cashier office DAR, BM

QEMP Limited access, used only to grant Blackboard access --

QESTES Estes Ctr off-campus access:  admissions, enrollment, Estes ctr cashier office DAR, BM, DFA

QDFALERK Financial aid office access without setup panels & processes DFA

QFADIR Financial aid office access with setup panels and processes DFA

QINQUIRY Inquiry pages:  Student inquiry, schedule inquiry DAR

QINSTRCT Inquiry pages:  Student inquiry, schedule inquiry, class roster inquiry DAR

QLCCADM Lake Country off-campus access:  admissions, enrollment, workforce DAR

QLIBRARY Inquiry pages:  Student inquiry, schedule inquiry, service indicators DAR

QSCHCHR Schedule input access, advisement transcript DAR

QSOBOST So Boston off-campus access:  admissions, enrollment, So Boston cashier off DAR, BM, DFA

QSUPERSV Super user access – All pages (RESTRICTED) DAR, BM, DFA

QTECHSP Tech Support use for SIS & Blackboard, inquiries, class scheduling DAR, BM, DFA

QTRAININQ Inquiry pages:  Student inquiry, schedule inquiry & Advisement Transcript DAR

QWEB Students & DFAulty Access --

QWFDEV Workforce Development:  Schedule input, Noncredit/CEU enrollment, admits DAR, BM

 

Information Owner 

DAR – Dean of Admissions & Records BM – Business Manager DFA-Director of Financial Aid  

 


