	BRUIN USER ACCESS REQUEST FORM

	Instructions:  USDA APHIS employees requiring access to Bruin must complete this form in its entirety prior to submission.  Once completed with required signatures, email the form to IOAT@usda.gov.  Subject line of the email should read as follows:  Mettel Bruin Utilities - User Access Request – (Last name, First name)

	User Information

	Name (Last, First, MI):  

	Agency:    USDA-APHIS
	Title:  

	Email:  
	Phone:  

	ACTION REQUESTED

	Access (Check only one):
[bookmark: Check3]  |_|  Add User
[bookmark: Check4]  |_|  Delete User
[bookmark: Check5]  |_|  Modify User Access (such as updating roles/permissions)

              Access that needs to be modified:  ________________________________________________________


	access level REQUESTED

	|X|  Utility Read Only (DEFAULT ACCESS LEVEL)   
|_|  Location Administrative Officer (PPQ/VS/WS PROGRAM COORDINATORS)
[bookmark: _GoBack]|_|  DAR Administrator (FMD/AAMD ONLY)

	user acknowledgement

	I certify the information provided on this form has been reviewed for accuracy and completeness.

	Signature of User:


	Date: 


	Supervisor Approval

	Name (Last, First, MI):  

	Agency:  
	Title:  

	Email: 
	Phone:  

	I approve this user for access to Bruin.

	Supervisor’s Signature:



	Date:







	BRUIN UTILITY USER ROLES

	ROLE NAME
	PERMISSIONS

	Agency - View Only (Default Access)
	· View Accounts for designated agency (s)
· Customizable Dashboard
· Dashboard – billing by Month & Service
· Reports – run all reports related to accounts, billing, historical
· Create Helpdesk tickets to:
· request a report
· request Bruin training
· View Charge history
· View Cost analysis
· View all Locations

	Location Administrative Officer
	· Add, edit, view all accounts for designated agency (s)
· Add and view invoices
· View Charge history
· View Cost analysis
· Customizable Dashboard
· Dashboard – billing by Month & Service
· Create Helpdesk tickets to:
· request a report
· request Bruin training
· Update financial information such as FCDs, percentages, etc.
· Reports – run all reports related to accounts, billing, historical

	DAR Administrator (FMD/AAMD ONLY)
	· Add/Delete users in Bruin
· Add, edit, view all accounts for designated agency (s)
· Add and view invoices
· View Charge history
· View Cost analysis
· Customizable Dashboard
· Dashboard – billing by Month & Service
· Create Helpdesk tickets to:
· request a report
· request Bruin training
· view all open agency tickets
· close tickets
· add notes to tickets
· Code Management (create FCD/associate hierarchy/Mass FCD Upload)
· Update financial information such as FCDs, percentages, etc.
· Reports – run all reports related to accounts, billing, historical
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