Account Provisioning/De-Provisioning
The account provisioning spreadsheet is divided vertically into 3 primary parts. 

· The first column (A) lists the Business Role that is derived from the information found in columns B-L (see below).

· The next part (left side-Source Attributes-columns B-L) shows the affiliation, in increasing detail as you move right. It begins with the high-level affiliations: 

· alumni (AL)

· Employee (EM)

· Kin (KN)

· Miscellaneous (MS)

· Student (ST)

The next column indicates the affiliation subgroup, such as Graduate/Undergraduate for Students and Alumni, and HR, DOF, and PPL for employees.

The third column indicates the person’s status, such as active, deceased, on leave, etc.

The remaining columns provide greater detail (emeritus or not, salary plan, job code, department, benefit status, student action/reason and milestone, LDAP code, and class year/level). 
If a person has multiple affiliations, use the LDAP Priority column to determine which affiliation should govern the provisioning or de-provisioning of services for this person—the lowest number in this column is the highest priority.

· The last part is a list of services (Target Attributes) that need to be either provisioned or de-provisioned, based on the affiliation and status of the person. Services include:

· Active Directory & NetID (LDAP)

· Authentication

· Publicly searchable (directory listing)

· Unix account

· Princeton.edu email account

· Imap

· Exchange

· OPM account

· There are 3 columns associated with each Target Attribute. This is to handle “offsets”, meaning days before which or after which an event might occur. An example may help to illustrate. The first row in the spreadsheet (Business Role 001) is for a new Graduate School alumnus. He will lose most of his target attributes (services) 122 days after his date of commencement. However, his record will be immediately removed from the on-line public directory (Column S) as shown by an offset of 0 days. Similarly, his Princeton email account (Column Y) will remain active for 365 days after commencement. Obviously, many of the abbreviations and services are “Princeton specific”, but the point is that everyone has at least one Business role, based on a set of data. That role then defines the services one is able to use.  
· The final column provides explanatory comments.

