Filling out the AD-1143 for ProTracts Permissions

The AD-1143 Corporate Systems Access Request Form is used for obtaining,
removing and/or editing ProTracts permissions.

For a fillable form for the appropriate action, please go to the PIA website at:
http://www.pia.nrcs.usda.gov/intranet/access/index.html

Select the appropriate template:
1. Acting Designated Conservationist
2. Add New User
3. Delete User

Page 1
1. Block 4 - Enter the User's Name
2. Block 5 - Enter the User’s Title

3. Block 14 - Select the appropriate action (Note: if you use the template(s)
above, it is prefilled for you)

a. Add User - New Protracts user with no previous permissions
b. Delete User - Remove permissions permanently

c. Modify User Profile - User has permissions but needs additional
access, new position requires different access, etc.

4. Block 15 - Enter the User’s E-Auth ID

AD-1143 U. 5. DEPARTMENT OF AGRICULTURE 1. SYSTEMAPALICATION NAME
‘Check one or more and complets e applicable section|s)

Automated Cash Reconciliation Worksheet System
CORPORATE SYSTEMS ACCESS REQUEST FORM Corporate Property Automated Information System
Financial Data Warshouse
Foundation Financial Information System
GovTrip.com
Integrated Acquisition System
Management Initiatives Tracking System
X ProTracts

2. FFIS ADPLICATION MUMBERS) (It Appicatie)

USER INFURMATION [Sae FTIvaCy AcT sy ement) [ )
3. USER'S 53N (See Instructions) 4. USER'S NAME (Last, fist, midale knifial) 5. USER'S TITLE OR CONTRACTOR®
6. USER'S MAILING ADDRESS WiNceas 7. AGEN i'r |B. DOFFICE )

9. USER'S E-MAIL ADDRESS 10. USER'S PHOME NUMBER 11. MAMAGER'S PHOME NUMBER

*See special insfructions

ACTION REQUESTED
12. OLD NAME (Last, frst, midhe Infffaf) 13. NEW MAME (Last, first, midde Iniffal)
NAM 1= ‘
14. (Check all that apply): 15. USER ID{S) (Include NFC, FFIS, E-Auth Uiser ID, If applicabie)
Add User
ACCESS Dizlete Usar
Madify User Profile
Agency Cross-Service Access
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Filling out the AD-1143 for ProTracts Permissions

Skip pages 2, 3, and 4.
Page 5
Acting Designated Conservationist TEMPLATE

5. Block 36 - Enter the name, enter the start and end date of the “acting” detail
and the name of the field office

| SPECIAL INSTRUCTIONS |

36 SPECIAL INSTRUCTIONS
Change user role for Charles Brown toc gerve as Acting DC in ProTracts

£ t £ th Field Office.
% p1/02/2013 ° 02122013 T U° hiea = o=

USER ACKHOWLEDGEMENT
| have read the sutomated nformahion sysfems security mdes and wnderstand the securify requirements of the aulomated information systems andfor
ions descnbed on this form. | understand thaf any wiolafion of these les may result in discipinary acfion, removal from the agenep’USDA, and'or

criminal prosscution.

37. USER'S SIGNATURE e 38. DATE 1 2).-20]';201 2

| BACKGROUND INVESTIGATION
9. 4. DATE (Iniated or compieted) 1. PRINT MANAGER'S MAME

Initigted
Completed

[ AUTHORIZATION
User's Manager — I cergify thir wser har received 42 WMAMNAGER'S SIGNATURE 43. DATE
securify instructions for the systems and'or applications | =
indirated, and [ apprave his/fer access fo fese [ysiems

andor applicationt and the arseciated urer praoffles.

ACTION TAKEN

44 SECURITY ADMINISTRATOR 45. DATE

48 SECURITY ADMINISTRATOR NOTES

PRIVACY ACT NOTICE

In complance with the Privacy Act of 1574, the Tollowing Imformatan Is proviged: SollciiEton of your Soclal Securiy Numioer bs auihorized by Exscuiive Order 8337 of
Mowvemoer 22, 1943 and § U.S.C. 301. The pimary puiposs of requesting the Social Securty Numer (SSN) I to properly loenity the employee. Many employaes nave
similar names and the furmishing of the SSN Wil enable USDWA to kdentify authorized users of USDA'S cOMpUter systems. The Information wil be used by offces and
EMpYESs WNo have 3 Nesd for Me INformation In the performanca of helr ofcial dulles. The Information will not be dssosed outside USDA. Disclsure of your SSN and
offer Information is mandatory. Fallure to provide the reguestsd Information will result In the denlal of the requestsd cOmpUler 3cc266 authortty.

CORPORATE SYSTEMS ACCESS REQUEST FORM RULES OF BEHAVIOR
In compliancs with Federal Regulations and Departmental Pollcy, all users complete an Annual Comguier Securty and Awareness and Ruies of Behavior Tralning In AgLeam.
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Filling out the AD-1143 for ProTracts Permissions

Page 5
Add User Template

5. Block 36 - Select the Role, enter the name of the user, and enter the
effective date of the action.

7
| SPECIAL INSTRUCTIONS
36 SPECIAL INSTRUCTIONS Rdd |Se|ec1 Rale j role for

geffective | |

ave read U i SVEe = i =5 Snd gerstand the sa i {q amants of the aulomaied o
applicafions on this form. | understand thaf any violafion of these miles may result in discipinary acfion, removal from fhe agenewU'SDA, andfor
criminal prosecufion.

7. USERS SIGM\TUF.EF) 38. DATE

| BACKGROUND INVESTIGATION
a9, 4. DATE [Initafed or compieted) 1. PRINT MANAGER'S NAME

Initiated
Completed

[ AUTHORIZATION
User's Manager — [ cergfl this wser has received ‘WERE SIGNATURE 43. DATE

securily msructions for the systams and'or aoplications
indicared, and I approve hisfer accers fo these sysfems
and'ar aopilcations and the acvseciated urer profiles.

ACTION TAKEN
44, SECURITY ADMINISTRATCOR | 43

. DATE

AR SECURITY ADMINISTRATOR NOTES

PRIVACY ACT NOTICE

IN complanca with the PAvacy ACt of 1974, the folowing IMomaton |5 provided  SOICHEIoN of your Social Securty MUMDET IS @UINorzed by ExScinlve Order 5397 of
Movember 22, 1543 and £ U.S.C. 301. The primary purpose of requesting the Soclal Security Numioer (SSN) Is to propery Identfy the employee. Many employees have
similar namas and the fumishing of the SSM Wil enable USDA to ldentify authorized users of USDA'S compuier systems. The Information wil be used by offcas and
employess who have a nesd for Me Infonmation in the performance of thelr oMiclal dulles. The Information will not be discicsed outside USDA. Disciosure of your S5N and
offier Informiation Is mandatory. Fallure to provide the reguestad Informiation will result In the denlal of the requested computer accass authority.

CORPORATE SYSTEMS ACCESS REQUEST FORM RULES OF EEHAVIOR

In compliance with Fegeral Reguiations and Departmental Podicy, all users complets an Annual Computer Securty and Awarensss and Rules of Behavior Tralning In Agleam.

Additional Comments:
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Filling out the AD-1143 for ProTracts Permissions

Page 5
Delete User Template

5. Block 36 - Enter the Name and effective date of the action.

Note example below in blue text.

SPECIAL INSTRUCTIONS | D

36. SPECIAL INSTRUCTIONS
Please remove ProTracts permissicons for Cynthia Shishido effective

close of business on 121312012

37, USER'S SIGNATURE (B 38. DATE

121052012

| BACKGROUND INVESTIGATION
9. 40. DATE (Initated or compieted) 1. PRINT MANAGER'S MAME

Initiated
Completed

[ AUTHORIZATION
User's Manager — [ certfi thir user har recenved ‘WERL’S SIGNATURE 43, DATE

securily msiructons for the frrtems and'or aoplications
indicated, and I approve his.her access fo these systems
and'or anpiicasions and the associaned yser profies.

ACTION TAKEN
44 SECURITY ADMINISTRATOR | 45, DATE

45. SECURITY ADMINISTRATOR NOTES

PRIVACY ACT NOTICE

In complance wih the Privacy Act of 1974, the Tollowing Infommaton s provided:  Soiclason of your Soclal Securfly NUmber Is aulhorized by Exscuiive Order 0397 o
Movember 22, 1943 and § U.S.C. 301. The primary purpos= of reguesting the Soclal Security Number (SSM) Is to propesly ldentfy the employee. Many employees have
similar names and the furnishing of the SSN Wil anable USDA to identfy authonzed usars of USDA's computer systems. The Informabion will be used by offcss and
emplayEes W Nave @ nead for Me IMFOMMation In the permarmance of el ofdal duiles. The Information will not be discosed oulside USDA. Disclesure of your SSH and
ofer Informiation Is mandatory. Fallure o provide the raquestad iInformation will r2sut In ihe denial of the requested compuier acoass authorty.

CORFPORATE SYSTEMS ACCESS REQUEST FORM RULES OF EEHAVIOR

In compiance with Fageral Reguiations and Depattmental Poiicy, 3ll USSTS COMPIESE an ANNLGE COMPUIEr SScurty and AWArsness and Ruiss of BEnavior Training In AgLeam.

Additional Comments:
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Filling out the AD-1143 for ProTracts Permissions

7. Block 41 - Type in Supervisor’'s name
Block 42, 43 - Supervisor electronically signs and dates

9. Block 44, 45 - State Program Manager or State Program Specialist assigns,
removes or modifies permissions and electronically sighs and dates.

10.Additional Comments - State Program Manager or State Program Specialist
updates when action has been taken and electronically signs.

=
[T WS

37. USERS S}GN&TUREF—) 38. DATE

| /" BACRGROUNDTRAVESTTGATION N |

34, 40. DATE (Initfated or compiefed) [41. PRINT MANAGER'S NAME

Initiated
Completed
|

’ ARUTTITU RIS STV N
User's Manager — [ corgfy fiir wrer has received wAGER'S SIGNATURE 43. DATE
Tecurity nnructions for the systems andor applicatifns
indicated, and | approve hisher access fo these pysiefps
andior appiications and the associated nser prafies.
( ACTION TAKEMN
44 SECURITY ADMINISTRAf On S 45. DATE

AR SECURITY ADMINISTRAFNDR NOTES
\

PRIVACY ACT NOTICE

In compliance with e Privacy ACt of 1574, e following imformaton Is proviged:  Sollciagon of your Soclal Securtly Mumder 5 authorized by Execinive Order 5397 of
Nowember 22, 1843 and 5 U.S.C. 301. The primary purpoes of requesting the Soclal Securtty Numioer (SSN) Is to property ldentfy the employee. Many employees have
slmilar namas and the furnishing of the SSM Wil enable USDA b0 dentify authonzed usars of USDA'S cOMpUier systems. The Informabion wil be used Dy Ofc2E and
empioyees who have a nead for Me Information In the perfonmance of thelr ofclal dutles. The Information will not be disciosed outside USDA. Disclosure of your SSN and
omer Informiation s mandatory. Fallure to provide the requested Infomation will r2sult In the denial of the requested compuler access authority.

CORPORATE SYSTEMS ACCESS REQUEST FORM RULES OF BEHAVIOR

In compliance with Federal Regulations and Departmental Pollcy, all users complete an Annual Computer Secuity and Awareness and Rules of Eehavior Tralning In Agleam.

L~ o
dditional Comments:
—
—
5 AD 1143 (Rew. 11/11)
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