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USER MANAGEMENT FORM
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Department of Administrative Services     






Operations Division






Section 1
Technology Support Center





INCOMING EMPLOYEE  FORMDROPDOWN 

955 Center St NE, U510







Salem, OR 97301







DEPARTING EMPLOYEE  FORMDROPDOWN 

503-378-2135 Phone 






If Rotation, Return Date      
503-378-5543 Fax 







tsc@state.or.us







CURRENT EMPLOYEE  FORMDROPDOWN 

     

Section 2




Request Information

	Employee Name
	Last       
	First       
	Middle Initial    

	Division      
	Section      
	Business Unit      
	Phone      

	Change is to be effective                  Date                             Time      

	Requestor Name
	Last      
	First      
	Middle Initial    

	Division      
	Section      
	Business Unit      
	Phone      

	Computer Available? FORMDROPDOWN /mergeformat

	Physical Location      
	ORPIN Access FORMDROPDOWN 

	Online Time Capture?                       FORMDROPDOWN 



______________________________________     _____________________________________     _______________

(Authorized Signer’s Printed Name)
          
         (Signature)



          (Date Signed)


Section 3



Email and Security Group Information
(Either specify access levels or base security and Email groups will apply)

	Email Groups 

	Network Drives to Access 

	Security Groups 



Section 4




      Standard Assets
(Identify equipment assigned to employee. Manager responsible for recovery on departure)

	Check all that apply
	Asset Tag#
	If Recovering, Transfer To

	 FORMCHECKBOX 
 PC (includes CPU, mouse, keyboard, speakers)

	     
	     

	 FORMCHECKBOX 
 Monitor #1
	
	

	 FORMCHECKBOX 
 Monitor #2
	
	

	 FORMCHECKBOX 
 Laptop

	
	

	 FORMCHECKBOX 
 PDA
	
	

	 FORMCHECKBOX 
 Printer
	
	

	 FORMCHECKBOX 
 Other (specify)      
	     
	     


	                                                                For TSC Use Only                IP      

	TSC Ticket #      
	Analyst      
	Technician      
	Date Received       
Date Completed         By      


Section 5
        


 Network Printing Resources
(Copying, Faxing, Printing and Scanning Requirements)
	Hardware Item
	Description
	Option

	 FORMCHECKBOX 
 Multi-function Machine
	     
	

	 FORMCHECKBOX 
  #2
	     
	

	 FORMCHECKBOX 
  #3
	
	
	

	Printer 
	Print Queue Name
	Option

	#1
	 FORMDROPDOWN 

	

	#2   

	 FORMDROPDOWN 

	


      Section 6




  Software
(Non-standard Software Provided at Additional Cost Unless Otherwise Specified)
	Software Type
	Option
	Transfer to
	Completed By
	Date

	 FORMCHECKBOX 
 Mainframe Access   FORMCHECKBOX 
TSO   FORMCHECKBOX 
ORBITS     FORMCHECKBOX 
OSPA   FORMCHECKBOX 
PPDB/PBBR/PBGD    FORMCHECKBOX 
Roscoe
 FORMCHECKBOX 
RACF Groups   FORMCHECKBOX 
RACF Datasets       FORMCHECKBOX 
CIMS  FORMCHECKBOX 
REFBPS   FORMCHECKBOX 
SFMA ADPICS  FORMCHECKBOX 
SFMA Datamart  FORMCHECKBOX 
SFMA RSTARS    FORMCHECKBOX 
TOES

	 FORMDROPDOWN /mergeformat 

	
	     
	     

	 FORMCHECKBOX 
 MS FrontPage
	 FORMDROPDOWN 

	     
	     
	     


	 FORMCHECKBOX 
 MS Visio
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 MS Project
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 MS Publisher (free)
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 Adobe Acrobat Distiller
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 Palm Software
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 FileMaker Pro 5.0
	 FORMDROPDOWN 

	
	     
	     

	 FORMCHECKBOX 
 Brio Quick View
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 Brio Explorer
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 Adobe Pagemaker
	 FORMDROPDOWN 

	     
	     
	

	 FORMCHECKBOX 
 Adobe InDesign
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 Other (describe) 
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 Other (describe) 
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 Other (describe) 
	 FORMDROPDOWN 

	
	     
	

	 FORMCHECKBOX 
 Other (describe) 
	 FORMDROPDOWN 

	
	     
	


      
      
      Section 7



    Data Disposition
(Applies to departing employees, to be answered by Section Manager)

	Maintain access to User's email box?  FORMDROPDOWN 

	If yes, who gets access?      
	Until When      

	Maintain access to User’s data? (home dir)  FORMDROPDOWN 

	If yes, who gets access?      
	Until When      



      Section 8
      Additional Notes and Specifications
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