UNIVERSITY OF CALIFORNIA, BERKELEY OFFICE OF THE REGISTRAR

REQUEST FOR STUDENT DATABASE ACCESS (DB2)

ACADEMIC DEPARTMENTS
Name (last, first, middle initial):
Department: Effective date for access:
Job Function (check all that apply): U Unﬁlergraduate/ Graduate Assistant [] Scheduler
[ Other:

Request: [J I am requesting a new logon (please attach a completed CICS User ID Name Request form).
[J Ialready have a DB2 logon and am requesting to be assigned to an Access Group.

(Current Logon: )

[J I already have a DB2 logon and am requesting to switch to a different Access Group.

(Current Logon: )

DB2 ACCESS GROUP REQUESTED (please select ONE only — see reverse for descriptions):

0 AD3 0 OL1 0 OL2 0] OL4 0] OL5 0] SCH 0 Cs1 0 CSe

Verification of Legitimate Educational Interest and
Duty to Preserve Confidentiality of Student Records

By submitting this signed Request for Student Database Access and Verification of Legitimate Educational Interest, I
declare that the scope of access that I have requested, as defined by the DB2 Access Group I have indicated above, conforms
with my need to know as a campus official performing tasks that are in students' educational interest and is:

specified in my job description or contract agreement;

related specifically to my participation in the student's education; and/or

related specifically to the discipline of a student; and/or

related specifically to providing a service or benefit related to the student or student's family, such as health
care, counseling, job placement, or financial aid

I understand that I am both legally and ethically required to access confidential, personally identifiable student records
only when justified by legitimate educational interest (as defined above), and that neither my student database access
capability nor the student records derived therefrom can be distributed by me to any person(s) other than the subject
student, a designate for whom the student has issued a written authorization for disclosure, or an individual whose
circumstances are described at section VII, part C, of the Berkeley Campus Policy Governing Disclosure of Information From
Student Records.

Sanctions. I understand that my failure to abide by the stipulations set forth in the preceding paragraphs may result in
disciplinary proceedings against me and/or revocation of my Student Database access privileges.

By my signature below, I stipulate that I have read and understand the University and campus policies regulating the
disclosure of student records (available at http:/ /www.ucop.edu/ucophome/uwnews/aospol/toc130.html, and

http:/ /uga.berkeley.edu/uga/ disclosure.stm, respectively), and that I agree to abide by the provisions set forth therein and
in the paragraphs above.

Staff Member: Date:
Supervisor: Date:
Department Chair/MSO: Date:

SUBMIT FORM TO RUSSELL LOW, OFFICE OF THE REGISTRAR, 119 SPROUL HALL, MC# 5404; Fax: 643-9201
QUESTIONS? CONTACT RUSSELL LOW AT rsl@berkeley.edu or 2-7009
07/01/04




DB2 GROUPS

AD3 (Basic Review)

For staff who answer student inquiries at a basic level, including most front-line staff. Staff in this group have the functions
necessary to handle such basic student inquiries as reviewing study lists (including waiting list status), disseminating PINs and
Tele-BEARS appointment times, and determining whether a student is blocked and the particular office that placed the block.
Access to the g{)ass system is also provided so that the staff member can answer inquiries regarding course availability and
class meeting times. No update capability is provided at this level.

Functions include:

*  Review general registration status information, including units enrolled, current schedule, enrollment log, fee payment
status, college, major, block status, registration history, addresses, undergraduate degree requirements, higher degrees, and
name changes.

*  Review all information in Class system

*  Review PIN (but not AC), Tele-BEARS appointment times

OL1 (Basic OLADS)

For the typical undergraduate or graduate assistant in academic departments. In addition to the functions described for the AD3
group, this group’s functions include adding and dropping classes and updating students’” addresses via OLADS, working from
student-submitted petitions. Staff at this level are able to view students’ fee billing and payment information (to see if and when
payments or offsets have been applied), as well as view enrollment information by class (to determine whether a student is able
to enroll in a class or not). Access to students’ transcripts is also provided, to help the staff member when advising students on
academic matters.

Functions include all of AD3, plus:

Review fee assessments/ payments/ offsets (summary only; detailed information can be obtained via CARS)
Review transcripts

Review class lists, waiting lists, enrollment reservations, coursewide restrictions

Update addresses

Update PIN/AC

OLADS (adds/drops/ grading option changes/ variable unit changes)

OL2 (Advanced OLADS)

For the more ‘advanced’ undergraduate or graduate assistant in academic departments. Includes some basic scheduling
functions. Staff at this level are able to generate up-to-the-moment class lists, waiting lists, and other reports on demand. These
staff members, at the direction of the instructor, are able to drop students from classes for nonattendance or if they do not meet
prerequisites. Enrollment from manual waiting lists and switching of students’ secondary sections is also provided, to facilitate
enrollments in the department’s sections. Staff in this group also have the ability to make adjustments to enrollment limits, seat
reservations, coursewide restrictions, and generate class entry codes for individual classes offered in a regular term.

Functions include all of OL1, plus:

*  Tele-BEARS Reporting System

* Instructor drops

*  Enroll from manual waiting lists, secondary section switchin,

*  Update enrollment reservations, enrollment limits, coursewide restrictions, class entry codes

OL4 (Advanced OLADS plus DARS Batch Reporting)
All functions of OL2, plus batch reporting capability in the Degree Audit Reporting System (DARS).

OL5 (Basic OLADS plus DARS Batch Reporting)
All functions of OL1, plus batch reporting capability in the Degree Audit Reporting System (DARS).

SCH (Department Scheduler)
For department schedulers ONLY. Presumes no student contact. All basic scheduling functions, including:

Tele-BEARS Reporting System

Enroll from manual waiting lists, secondary section switchinf

Update enrollment reservations, enrollment limits, coursewide restrictions, class entry codes
Add/delete/ cancel courses

Assign days, times, and rooms (for non-General Assignment classrooms only)

Add instructors

Update requested seats

CS1 (OLADS/Scheduler)
For staff in departments whose functions are a combination of the undergraduate or graduate assistant and department
scheduler. All functions of OL2 and SCH.

CS6 (OLADS/Scheduler plus DARS Batch Reportin
All functions of CS1, plus batch reporting capability in the Degree Audit Reporting System (DARS).



