=5E | WICHITA STATE Non-Employee Access Request
111811 . UNIVERSITY

Revised: 1/21/2025
Read the guidelines document before completing to ensure proper completion and routing of this form. This will help ensure access is granted
in a timely manner.
Prepared by:

Extension: Date:
Request Type Reason for Access
O Project with Another Organization
O Concurrent Instructor
O New Access O Volunteer (may need to complete a Volunteer Event Form)
O Re-Activate Access O J-1 Exchange Visitor (Research Scholar)
O Terminate Access O Contractual Agreement (please send the contract via Dropbox as well)

O Other:

**DO NOT send form via E-Mail. Secure Drop Box instructions are below. **

1. What tasks will they be performing and/or responsibilities will they hold?

2. Are the tasks that they will be performing part of the job duties/ responsibilities that your department typically hires for?

DYeS |:| No

3. Do these tasks require University oversight or control? If so, in what way?

4. What University systems/access are you requesting they have? (Shocker ID, Blackboard, Library, Door Access, student
records, research data, financial information, etc.)

5. Will they receive any form of compensation, honorarium, stipend, or benefits from the University? If so, in what way?

Non-Employee Information

First Name Last Name Middle Initial

myWSU |ID# Social Security Number Date of Birth

External e-mail address (non-WSU)

Home Address:

Cell Phone Number:

U.S. Citizen OYes Legal SexO Male Ethnicity [[] White Marital Status O Common-Law
O No (O Female [ Black O Divorced
[] Hispanic QO Separated
[ Asian/Pacific Islander O Married
DAmerican Indian or Alaskan Native O Life Partner
D Not Indicated O Single

O Widowed



https://www.wichita.edu/services/humanresources/Business_Partners/docs/Volunteer_Packet_Fillable.pdf

Department Information

Organization Number Organization Name

Non-Employee’s Supervisor or Liaison Name and MyWSU ID#

Start Date Stop Date (If none provided, access will end one year from start date)

Required Signatures: (Please drop box to the next signature.)

JExport Controls:

HRBP:

Non-Employee’s Supervisor or Liaison: Date:
Department Budget Officer: Date:
Dean (Academic Affairs Only): Date:
Date:
President/Vice President: Date:
Date:

Additional access must be requested through ITS; submit a Team Dynamix ticket with the specific access that needs requested including e-

mail set-up if necessary. Contact the ITS Help Desk at (316) 978-4357 for assistance.

When completed, DO NOT e-mail this form. Please send form via secure Drop Box to your Human Resources Business Partner. HRBP wiill
share with HR Operations unless the non-employee does not have a social security number, then it will be sent via Drop Box to ITS for entry.
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