CLARITY USER ACCESS FORM INSTRUCTIONS
Section I – User Information (ensure all fields are completed)
· Check the appropriate User box
· Enter the date the form was received
· Enter your
· Name

· Email Address

· Billing Code

· EIN # (State Users Only)

· Physical Work Location (Non State User - Company Name, Address and Phone Number)

· Agency/Division

· Clarity Resource Manager (The person who has access to Clarity that will manage your activities) 
Section II - Access
Access:  Check as many options as required to complete the request.
· Add a User – You should not have had previous access to Clarity.

· Delete a User – You will be deleted from Clarity.

· Deactivate a User –You should exist as an Active user in Clarity and you will be deactivated.

· Reactivate a User – You should exist as an Inactive user in Clarity and you will be reactivated.
· Modify Access – You want to modify your access rights.

· Change Billing Account – You want to alter the billing account.

· Database Access – Indicate the environment you want to access and note the reason in the Comments.

· Comments – Any Comments pertinent to the requested actions.  If you are not an ISD employee, this space must contain the name or number of the project that you want to access.
· Check one of the following License types (Manager, Team Member or Enterprise Visibility License) and the environment you want to access.
· Trial – Check if you are requesting a 30 day trial in the TEST environment starting on a specific date.  Enter the Start date and the license type requested.
· Other – Any services required other than PMO Services.
Section III – License Authorization Certification (ensure that all fields are completed)
· Information identifying the person authorizing the access.
Section IV – Administrative (Security)

· Do not enter any information.
Form Submission:

1. Complete the form electronically (preferred) or manually

2. Have your supervisor sign a printed version of the form.
3. If possible, scan the signed document to an Adobe .pdf file and email it to the address at the top of the form
4. If the conversion to a .pdf file is not an option, send the document to

Arizona Department of Administration 
1510 West Adams Street

Phoenix, AZ  85007
Attn: ISD Help Desk
5. You can also fax it to ADOA at 602-364-1110
