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· See instructions on page 2 and/or contact Information Technology for any questions 

· Name the file with the users name and date & send to helpdesk@nec.edu 

· For new employees – must be submitted by hiring manager
· Banner accounts for student worker or graduate assistant – requires VP approval (email acceptable)
1).
	Request Type:   FORMCHECKBOX 
New Hire  or    FORMCHECKBOX 
Add Access
	  Start Date:      
*End Date:        

	Requestor: (See above for who may submit)

Name:
Click here to enter text.
Department:
Click here to enter text.
Title:
Click here to enter text.
	Requested For:

Name:
Click here to enter text.
Existing User ID:
Click here to enter text.
Department:  
Click here to enter text.
Title:
Click here to enter text.


* Student workers and GAs require an end date – no longer than 1 yr. but may be extended by request
2) Systems for Access: (Check all that apply – see page 2 for explanations)

	 FORMCHECKBOX 
 Active Directory (Network login)
	 FORMCHECKBOX 
 Network File shares/Drives
	

	 FORMCHECKBOX 
 EMail address
	 FORMCHECKBOX 
 Email group membership
	Blackboard:

 FORMCHECKBOX 
User

 FORMCHECKBOX 
Administrator

	 FORMCHECKBOX 
 Banner
	 FORMCHECKBOX 
 Argos
	 FORMCHECKBOX 
 Banner Unix account


3) Provide a current or previous employee to base above permissions on:    Enter Name and UserID  
4) Describe the access being requested to help ensure the appropriate access is provided (e.g.  What Network File Shares, What email groups, Read and/or write access to specific Banner screens, any other details about the items requested above)
Click here to enter text.
Only for New Hires:
5) Computer Information:
	Computer:
 FORMDROPDOWN 

Printing: 
 FORMDROPDOWN 

	Existing Computer name:  Click here to enter text.
Printer Name to setup:
    Click here to enter text.


Enter Special Notes About Computer Needs Here - e.g. special software
6) New Hire Office Information: (if information is available)
	Bldg:       
Room:      
	Phone Number      


	Click here to enter text
Requestor Signature (Initial for email submission)
	     
Request Date


Requirements: This form is required for all staff new hires as well as student workers, Graduate Assistants, and Interns. It is required for Faculty if they need more than the following.

Standard Faculty accounts and settings:

Blackboard -> Faculty, FacultyPT, and Faculty GPS

Network login and email address with the following group memberships:

Faculty =

Faculty, Faculty-security, Syllabirequest, Webfolders Faculty

FacultyPT = 

PTFaculty

Faculty GPS = 

GPSFaculty

Faculty Embanet = 
GPSFaculty

Instructions:
1) Select “Add Access” for an existing employee to be provided an account on a system they did not previously have access to.

End date required for Interns, Graduate Assistants and Student Workers.  Account will expire at the end date but can be extended by request or re-enabled if needed. No longer than 1 year.

2) Systems for Access:

Active Directory (Network login) – This is the network logon used to access NEC’s computers and network resources. Typically this is only for account creation. Special access to network resources such as file shares would be achieved by selecting the specific box

Network File shares – Indicate if this account needs access to existing departmental file shares on the M Drive or S Drive, etc. and what shares that is.
Email address – by default, when an AD account is created a corresponding email address will also be created. Deselect this if for some reason this is not necessary. This box could also be used if asking for special configuration of users email account privileges

Email group membership – for example, staff would typically be on the staff list and faculty on the faculty list. In addition, if employee must be on additional group email lists, include that here as well.
Banner – NEC’s Student and financial application. 

Blackboard  - 

Argos – NEC’s Banner reporting tool. 

Banner Unix account – Some Banner processes may require system level Unix account. If unsure, you most likely do not need this access
3) An existing or previous user may be used to create similar access for this user. If none exist, leave blank. IT may provide you the permissions from the other user for confirmation for this user.

4) Provide details about the items selected in #2 as needed
5) The name of the computer this position will be using. For laptops, there should be a white label on the bottom of the computer, for desktops it would be on the front or top.
IT Approval:  Name/Title: __________________________
Signature: ________________________


Ver. 4.7, 11/9/2010
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