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Procedure 9.0311 
 

Information Technology Request for Access Procedure 

This procedure covers the initial request for Colleague access and permissions and 
subsequent requests to add, modify or delete permissions for a user in the Colleague 
Computer Information System. 

A. New User Setup 

1. A new Colleague user will submit a completed IT Request for Access Form. The 
form can be found under the Employee Forms repository on the Beaufort 
Community College website. 

2. Please fill out the information on the form for each of the sections. 
3. In the top-right corner of the form, please check NEW account creation, since this 

is a request for a new user. 
4. The form requires that the requesting user sign and date the form. 
5. The form requires that the user’s immediate supervisor sign and date the form. 
6. The form requires the department’s Vice President to sign and date the form. 
7. The completed form will be submitted to the Colleague Systems Administrator for 

implementation via the ServiceNow ticket. This can be done through our 
ServiceNow portal using the instructions in the “How to Submit a Ticket in 
ServiceNow” form. The form is listed in the Employee Forms SharePoint library on 
the Beaufort Community College website. 

B. Modify User 

The procedure for updating the access for an existing user is the same as what is 
described in section A – New User Setup.  The difference is, for step 3, checking the 
“MODIFICATION of existing access” checkbox in the top-right corner of the form, rather 
than “NEW account creation.” 

 

 

References 

Legal References: Enter legal references here 
 

Cross References: Information Technology Policy 

 

file:///C:/Users/markp8961/Downloads/IT_Request_for_Access_Form-5.pdf
https://livebeaufortccc.sharepoint.com/sites/BCCC.Organization.Sharepoints/forms/SitePages/EmployeeForms.aspx
https://ncccs.servicenowservices.com/beaufort
https://livebeaufortccc.sharepoint.com/sites/BCCC.Organization.Sharepoints/forms/SitePages/EmployeeForms.aspx
https://livebeaufortccc.sharepoint.com/sites/BCCC.Organization.Sharepoints/policyprocedure/_layouts/15/guestaccess.aspx?guestaccesstoken=%2fZgJVM98lyjNRc5KrFBKbp5w8iTRaiCmnOUZ8XpFIqc%3d&docid=044867066922d4447880dda56707c6e9a


 Procedure  

Procedure 9.0311  Page 2 of 2 

History 

Leadership Council Review/Approval Dates: 11/14/2025 

 

Senior Staff Review/Approval Dates: 11/6/13, 9/19/2016; 8/20/2025 
 

Board of Trustees Review/Approval Dates: Enter date(s) here 
 

Implementation Dates: Enter date(s) here 
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