
 

Systems Access Request Guide (SupportHub)  
Follow this step-by-step guide to request access to school systems through SupportHub.  

Step 1: Sign In  
Log in to SupportHub using your DOE credentials.  

  

Step 2: Create a Ticket  
Click Tickets → Create a Ticket.  

  

Step 3: Choose Service Group  
Select Technology Support.  
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Step 4: Choose Category  
Select Application and Software. ​
⚠️ Do not select any other category.  

  

Step 5: Choose Catalog item  
Select Access to Application option for new, or modification request. If you select an option other than 
Access to Application, the request will not be routed directly to Systems Access and your request 
may be delayed. 
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Step 6: Reporting Type  
Select Reporting for Myself. ​
If requesting to deactivate another staff member, select “Reporting for Other Staff “and enter the school’s 
DBN.  

  

Step 7: Find the System (Technology/Application)  
Click Advanced Search. ​
⚠️ You may only request one system per ticket. Submit additional tickets if needed. Skip the OS and 
Asset fields.  
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Step 8: Search by App Code  
In the popup, choose Technology/App Code from the dropdown.   

  

Step 9: Select the Correct System  
Type the desired systems and hit the enter key. See below for what to select for each system (IN GRAY). 
After selecting the system skip the OS and Asset fields, as they do not apply for access requests: ​
 

- ATS  

  

- STARS Access (Client or Admin)  
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- FAMIS  

  

- CPS  

  

- Personnel/Payroll - EIS / Per Diem / Per Session (Not for Charter Schools)  
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Step 10: Describe the Request  
Enter a brief description of the request.  

  

Step 11: Account Operation (Indicate Type of Request)  
Select one: ​
- New Account ​
- Modify Account ​
- Deactivate Account (must use “Reporting for Other Staff” in Step 6)  

  

Step 12: Select Access Level  
Choose the appropriate access level.  
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Step 13: Submit Request  
Click Submit.  

  

Step 14: Principal/Supervisor Approval  
An email will be sent to your Principal/Supervisor. ​
Remind them they must approve or reject the request via the link in the email. ​
Reminder emails are sent daily for 3 consecutive days until a response is received.  
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Please refer to the following list on where to send requests for 
Central/Non-School Personnel Access    

1.​ ATS Access Request: Email your request form and Mayoral Directive to 
ATS@schools.nyc.gov   

2.​ FAMIS Requests: Email your request form and Mayoral Directive to 
FAMIS@schools.nyc.gov  

3.​ GALAXY Access Request: Email your request form and Mayoral Directive to 
GalaxySecurityCentral@schools.nyc.gov  

4.​ Payroll Access Request:  Email your request form and Mayoral Directive to 
Changes@schools.nyc.gov   

5.​ CPS Access Request: Email your request form and Mayoral Directive to 
cpscentralaccessrequest@schools.nyc.gov 

6.​ STARS Access Request: Email your request for and Mayoral Directive to 
OAPS@schools.nyc.gov           

 

If you are requesting access to systems other than ATS, FAMIS, CPS and EIS:   

1.​ Please email your GALAXY request form, Mayoral Directive and GALAXY 
inquiries to your School Budget Director.    

a.​ System Access Request Form for myGalaxy DOE School/Borough Office 
Staff ONLY (No Charter Schools) 

b.​ System Access Request Form for myGalaxy (Central/Supt (D85) Staff) 
2.​ If you already have ATS access and are having issues accessing 

RTE/Webconnect; please reach out to the helpdesk at 718 935 5100 or open the 
ticket at:  https://supporthub.schools.nyc/    

3.​ EIS Portal/Per-Session Waiver access: 
cpscentralaccessrequest@schools.nyc.gov      

4.​ If you are requesting access for District 75/97, Please email your ATS & STARS 
access request to DGong@schools.nyc.gov. Please email CPS, FAMIS, & 
PAYROLL (EIS, Per Diem & Per-Session) access requests to 
KSalfar@schools.nyc.gov. 

5.​ If you are requesting ATS, STARS, CPS, FAMIS, & PAYROLL access to District 
79, 88, and Alternative High Schools & Programs (GED), email your requests to 
JWalsh38@schools.nyc.gov      

a.​ STARS Access Request 
b.​ CPS Access Request 
c.​ FAMIS Request 
d.​ PAYROLL (EIS, Per Diem & Per-Session) Requests 
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