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      


______________________________________     _____________________________________     _______________

(Authorized Signer’s Printed Name)
          
         (Signature)



          (Date Signed)


Section 3



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

	Email Groups      

	Security Groups      



Section 4




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

	Check all that apply
	Asset Tag#

	 FORMCHECKBOX 
 PC / laptop 
	     

	 FORMCHECKBOX 
 If employee has more than one PC, please specify 
	     

	 FORMCHECKBOX 
 Monitor #1
	     

	 FORMCHECKBOX 
 Monitor #2
	     

	 FORMCHECKBOX 
 Docking Station

	     

	 FORMCHECKBOX 
 PDA
	     

	 FORMCHECKBOX 
 Printer (Desktop or Laptop Printer)
	     

	 FORMCHECKBOX 
 Other (specify)      
	     



    Section 5




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

	 FORMCHECKBOX 
 MS FrontPage
	 FORMDROPDOWN 

	     
	     
	     

	 FORMCHECKBOX 
 MS Visio
	 FORMDROPDOWN 

	     
	     
	     

	 FORMCHECKBOX 
 MS Project
	 FORMDROPDOWN 

	     
	     
	     

	 FORMCHECKBOX 
 MS Publisher (free)
	 FORMDROPDOWN 

	     
	     
	     

	 FORMCHECKBOX 
 Adobe Acrobat Distiller
	 FORMDROPDOWN 

	     
	     
	     

	 FORMCHECKBOX 
 Brio / Hyperion Quick View
	 FORMDROPDOWN 

	     
	     
	     

	 FORMCHECKBOX 
 Brio / Hyperion Explorer
	 FORMDROPDOWN 

	     
	     
	     

	 FORMCHECKBOX 
 Other (describe)      
	 FORMDROPDOWN 

	     
	     
	     

	 FORMCHECKBOX 
 Other (describe)      
	 FORMDROPDOWN 

	     
	     
	     

	 FORMCHECKBOX 
 Other (describe)      
	 FORMDROPDOWN 

	     
	     
	     

	 FORMCHECKBOX 
 Other (describe)      
	 FORMDROPDOWN 

	     
	     
	     


   
	Section 6


Departing User Data Disposition
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 are unsure of any of your selections, please contact the TSC Helpdesk @ (503) 378-2135.
     

	











2
Revised 1/8/2009

Page 1 of 2

