Department of Administrative Services ● Operations Division 

TECHNOLOGY SUPPORT CENTER
	TSC Standard Computer Systems Hardware and Peripherals

	CTI Keyword:  
	Category:
	Page 3 of 4

	Document Path:  


Department of Administrative Services ● Operations Division 

TECHNOLOGY SUPPORT CENTER
	Instructions for User Management Form



PURPOSE

To provide instructions for filling out the TSC User Management Form correctly.  This is the form used for making changes to an employee’s access to DAS information technology resources.
TIMELINE

Please allow 5 days lead time for the TSC to implement your request.
INSTRUCTIONS

Section 1  Employee Type
Select the appropriate function and click on the dropdown box to the right of it.

· Incoming Employee (new employee to DAS, client agency)

· Departing Employee (Leaving DAS, client agency)

· Current Employee (transfer to another DAS, client agency section, or change access)

Make the appropriate selection from the drop-down box.  If the departing employee is going on a job rotation from which they plan to return, please specify the expected return date.

Section 2  Request Information

Employee Name

The Employee is the person for whom the request is being made.  Provide identifying information about the employee, including name (first, last and middle initial required), location and phone number.  Please indicate the desired date and time for the change to be effective.

Requestor Name

The Requestor is the person who is asking for the change on behalf of an employee.  Usually that is a manager or personnel coordinator.  As with the Employee, identifying information should be provided about the Requestor, including name, location and phone number. 

Computer Available
If this is a new employee or someone transferring into your business unit, do you have a computer available for their use?  If Yes, be sure to enter the relevant information about that computer in Section 4.  If No, TSC will send you a Cost Quote.

Physical Location

Please specify the exact location where the existing/new user’s computer will be located.
Section 3  Email and Server Information
This section more specifically defines some of the access types that need to be enabled or disabled. 
· Copying
If you provide the name of a user to copy, make sure that user is someone who is in all the same, and only the same, groups as the employee being set up.  Copying a user is a moment in time snapshot of the groups, permissions and rights, usually associated with a particular job function that the staff-person-to-be-copied has access to.  Future changes to either individual do not affect the other.  Copying does not allow the users access to each other’s private Home directory.  Copying will also replicate the distributed printer definitions from one user to the other, and is therefore location specific.  Copying does not copy files from one employee to another.

If copying an existing employee access does not apply, then the following must be specified:

· Email Groups
If you know what email groups the employee should be put into or taken out of, specify those in the first column.  All email groups are listed in the Outlook Global Distribution List (example: OPS_TSC_Dist). If you are unsure, you can provide the name of an existing employee to replicate. 

· Security Groups
Please specify which security groups this employee should have access to, if known (example: OPS_TSC).  If you are unsure, you can provide the name of an existing employee to replicate.

Section 4  Standard Assets
This section provides specifics about the hardware assets that are to be provided to a new employee, recovered from a departing employee or transferred to another user.  Be sure to check all that apply.  Please provide the Asset Tag # of the item.  If you are transferring hardware from one staff to another, please specify the target employee in Section 7.
Section 5 Software

This section is provided for the selection of any additional software that does not come with the standard image for all DAS PCs.  Unless otherwise stated, there is a cost for each Software Type you select.  Check the box next to any additional software the employee requires.  Select an Option from the dropdown box (options are Add, Remove, Transfer or Leave w/PC) by double clicking the box.  If transferring, specify who the software is to Transfer To.  The Field Technician will handle the work involved and will fill in the By (Name) and Date fields.

Section 6  Data Disposition (Informational Only)
This section applies only to departing employees.   The TSC Procedure is to close the mailbox of the departing user to incoming mail and to burn the then existing email and Home drive data and to a DVD.  The completed DVD will be retained by the TSC for one year and then destroyed unless the User’s Manager requests a transfer of custody of this information and media.

Section 7  Additional Notes and Specifications

If you have any specific concerns or questions that were not addressed in the body of the form, please list them here.  
Once this form has been completed, printed, signed and dated by the authorized signer, it can be faxed to 503-378-5543 for processing.  

If you are the authorized signer and want to email your approval to the TSC and attach the completed User Management Form electronically, you will first need complete the form, then go to File, select Save As, then name and save this document as a Word doc. Then you can send a copy of your saved document to the TSC as an attachment.  
If you try to send it in web form, it will transfer with all blank fields and your entries will not be on the form when the TSC receives it.
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