Boston University Account Provisioning

Employee is hired,
rehired, or adjusted from
non-compensated to
compensated.

Department
completes Hire/
Transfer/Change/or
EPU Form

Automatic email
goes out to
employee’s

personal email

Three versions:
1) Completely new
to BU
2) Previous
relationship
3) High level
account

Employee
follows
instructions
promptly?

Employee
Successfully
Creates Account

System sends two
success emails

Employee, manager, and
form submitter receive
reminders that no
account has been
created yet.

If 19 is not completed, access is
disabled overight. Employee must
complete I-9 with HR to reinstate

Same three receive
notice once access
is reinstated.

End. Successfully

To: Manager and form
submitter. Includes name,
BUID#, username, BU
email, and I-9 reminder.

access

To: Employee.
Reminds them to

If 19 is not done yet, employee,
manager, and form submitter receive
daily reminders the first three business

Red

onboarding & life-events

complete I-9

If eligible, invitation

System
confirms -9 is
done by end of
days. 3rd day

provisioned and -9
complete.

Account Transitions and Deprovisioning

Atermination,
retirement, position
change, transfer, or EPU

form is done on an
employee.

Employee is moved
to non-comp

Employee is
terminated and is
not an alumni

Employee is retired
oris an alumni

Access remains

Same

Access to all BU systems (including
email) is disabled the day after
employee leaves University.

Employee retains BU email address, but
loses access to exchange, and starts
fresh with a google gmail account.

Accounts are now
configured per BU policy.
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