

Objective Arts (OA) User Account 
(New/Leaving/Program Change Checklist)

This form is for internal use only.  Send to your agency/program OA SME to complete the request.
This form can be modified to best fit agency/program need.
[bookmark: _GoBack]
	Staff’s First Name:   Click here to enter text.
	Last Name: Click here to enter text.

	Email Address: Click here to enter text.

	OA Login*: 
· For all Clinical Staff, use SIMON billing number.  
· For non-DBH admin/clerical staff, use the naming convention: FirstInitialMiddleInitialLastName_RU
· For DBH admin/clerical staff, use the naming convention: Employee ID

 Click here to enter text.
	* Ask employee if s/he already has an OA account. If so, use that login in the OA Login section.



Precipitating Event
Choose a triggering event and then complete the Action Process Checklist section below
	☐ New Account Creation
	☐ Edit Existing Account
	☐ Left Program



Action Process Checklist

New Account (check the box for each task you want completed)
☐	Create OA User Account 

☐	Make Status Active 

☐	Add RU Placement(s):                                          

☐	Add Assigned Role:      
(OA, CS, SU, CA, NCA, DCA) (See OA Role Summary Document for role permission details)
(AU, DBHPA for DBH Use Only) 

Edit Existing Account (check the box for each task you want completed and enter the requested information)
☐	Change/Add RU Placement(s)
[bookmark: Text6][bookmark: Text7]From RU(s):      		To RU(s):      

☐	Change Assigned Role (if applicable)
[bookmark: Text8][bookmark: Text9]	From Role:      		To Role:      

Deactivate Account (check the box for each task you want completed)
☐	Make Account Status Inactive 

☐	Remove RU Placement(s)

☐	Remove Assigned Role
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