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General:
The Department of Human Services (DHS) has a formal submission process for Requests for Database Access/Security Services and for Database Services. The Request for Database Access/Security Services Form is for requesting database access.   This includes requesting account IDs, individual IDs, or ad hoc batch process IDs.  The Request for Database Services Form is for creating new or modifying DHS databases and performing other general services.  These forms allow the request to be registered with the Data Management Section and assigned to Database Design, Data Administration, and/or Database Integrity based on the information and services requested.
The purpose of this document is to provide instructions for completing the Request for Access/Security Services and the Request for Database Services forms.  

[bookmark: _Toc11125720]Procedure:
When to Use
The Request for Database Access/Security Services Form is used to
1) Submit requests to add or remove users from a database in any environment.
This is independent of the type of user, whether a database user or a user setup in the domain.  NOTE:  This request is not to be used for registering programs which have been processed through Quality Assurance (QA). 

The Request for Database Services Form is used to 
1) create a new database,
2) add, change, or delete tables/columns/relationships in an existing database,
3) request any type of database assistance such as proof-of-concept, database backup/recovery, or database services not provided by the Request for Database Access Form.  
For modifications to existing databases or the creation of new databases, the Request for Database Services must be supplemented with a complete data model (open systems) or Change Control Data Dictionary Registration Template (mainframe). 

Request for Database Access/Security Services Form
	Requested Information
	Explanation

	REQUESTING UNIT
	The unit for which the contact person works.

	DATE OF REQUEST
	The date the request was submitted.

	CONTACT NAME
	The name of the contact person for account ids or for ad hoc requests.  If the request is for user access, this is the contact user name of the user for which access is being requested.  Only one name in this block.

	DATABASE NAME
	The name of the database for which the request is implemented. For mainframe run-ids this is the subschema the program will be using. (example: S20MRGPRDM85) For Oracle, this will be the instance name.  For SQL Server, this will be the database name.

	CONTACT PHONE NUMBER
	The phone number of the person entered in contact name.  Only one phone number in this block.

	WORK ORDER/INITIATIVE NUMBER
	The Work Order or Initiative number initiating this request.
*Note – applies only to vendor requests, not to BIS requests.

	CONTACT EMAIL
	The email address of the contact person.  Only one email address in this block.

	PROJECT ACCT CODE
	The project account code for which request is being implemented. For mainframe run-ids this is the account code on the @RUN card in for the programs ECL. (example: @RUN abc123, 965001, dpwdms

	HOST MACHINE NAME
	The name of the machine (examples: ADC-A, ADC-C, HSAVTFPSQL001) on which the security services are being created/removed.

	TARGET DBMS
	The target database management system for this request. Enter the DMS, RDMS, Oracle, or SQL Server.

	TRANSACTION TYPE
	Mainframe Only.  The type of transaction  update or retrieve that is occurring on the mainframe

	TIP/BATCH/AD HOC
	Mainframe Only.  The type of transaction that is occurring on the mainframe, whether it is a tip, batch, or ad hoc transaction.

	PROGRAM / RUN ID
	Mainframe Only.  The field for the program or scheduled run.  This is an alphanumeric six-character long string. For batch or ad-hoc runs this must match what is on the @RUN card in the programs ECL. (example: @RUN ABC123, 965001, dpwdms)

	USER NAME
	The user name of the account being added/removed for the SQL or the domain user.

	BUSINESS JUSTIFICATION FOR REQUEST
	The reason that the request is being submitted.  Please describe in detail the account needed, the actions to be performed, and any other important details.

	REQUESTED TARGET DATES BY ENVIRONMENT
	The implementation target dates for the request.  Put a date in each of the areas needed.  Leave the unneeded environments blank.




Request for Database Services Form

	Requested Information
	Explanation

	REQUESTING UNIT
	The unit for which the contact person works.

	DATE OF REQUEST
	The date that the request was officially submitted.

	CONTACT NAME
	The name of the person to contact about the request.  Only one name in this block. 

	DATABASE NAME
	The name of the database for which the request should be implemented. For mainframe this is the schema the program will be using. (example: S20MRGPRDM) For Oracle, this will be the instance name.  For SQL Server, this will be the database name.

	CONTACT PHONE NUMBER
	The phone number of the contact person for this request.  

	WORK ORDER/INITIATIVE NUMBER
	The Work Order or Initiative Number initiating this request.  *Note – applies only to vendor requests, not to BIS requests.

	CONTACT EMAIL
	The email address of the person to contact about the request.  Only one email address in this block. 

	PROJECT ACCT CODE
	The project account code associated with the request.

	TARGET DBMS
	The target database management system for which the request is being implemented.  Select DMS, RDMS, Oracle, or SQL Server.

	APPLICATION RELEASE NUMBER
	The release number of the associated application.

	DESCRIPTION OF DATABASE SERVICES
	Explain the purpose of the request in full within this area.  Referencing attached documentation is not considered an explanation.  Database structure changes must be identified in full here and in the attached data model.  For new systems, be certain to use the approved data model template.

	REQUESTED DATES BY PLATFORM AND ENVIRONMENT
	The implementation target dates.  Leave the unneeded environments blank.





Submitting the Request
Upon completing the form save it to your hard drive. Then forward an email with the request and any additional required documentation attached to your supervisor and/or Section Chief depending on the section submission approval process.  The approving party forwards the request to PW, DBRequests (ra-dbrequests@state.pa.us) signifying request approval.

Refresh Schedule:
All procedures and referenced documentation identified in this procedure will be subject to review and possible revision annually or upon request by the DHS Information Technology Standards/Policy Team. 
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