	ICSD-593 INTERNET ACCESS REQUEST

Instructions


A. When Used

This form is used to request a logon account to a web server or a web-based service hosted by ICSD. The form can accommodate a request up to 5 users.

B.
General

The form is designed to be completed online, downloaded, then sent as an email attachment to DAGS ICSD Public Information Access Section, Kalanimoku B-20.  The form may also be printed and sent via inter-office mail or hand delivered to ICSD.  If emailed, it must be sent from an email account that is clearly recognizable as belonging to the person identified in Item # 1.  To facilitate processing by ICSD, the email subject line should contain the words: Internet Access Request. Send the email to: Victorino.C.Macapagal@hawaii.gov.  

C.
Form Item Usage:

Data Processing Coordinator Information.
1. Requestor.  The name of the Data Processing Coordinator submitting the request. 

2. Dept/Div. The name of the agency or department and division of the requestor identified in item #1.

3. Date.  The date that the request was made.  Format = mm/dd/yyyy. 

4. Email Address. The email address of the requestor.

5. Phone.  The telephone number and extension of the requestor. 

6. Fax. The fax number and extension of the requestor.

Access Information,     Users 1 thru 5.
7. Action. From the dropdown menu select type of action to be performed:  Add, Change, or Delete.

8. Server / Services.  From the dropdown menu select one of the following

Windows Server
For web site development under he Windows platform

UNIX Server
For web site development under the UNIX platform

9. Application. The name of the password protected service/application to which access is requested.

10. User Name.  The first name, middle name, and last name of the person for whom access is requested. 

11. User Email Address.  The email address of the user identified in item #7.

12. User Dept/Div/Br/Sec.  The name of the agency to which the user identified in item #7 belongs.

13. Comments.  Reserved for the requestor to provide any additional details, explanation, configuration specifics, or other information pertaining to the request.

RESERVED FOR USE BY ICSD.
14. Logon Name.  The logon name assigned to the user.  
15. Home Directory.  The home directory assigned to the user.

16. Primary Group Name. The name of the primary group to which the user is assigned.

17. UID.  The user identity assigned the user.

18. Host.  The Host associated with service or access request.

19. ICSD Authorization.  The name and date of the ICSD person who is the authorizing the request.

20. Completed by.  The name and date of the ICSD person who completed the request.

21. Processing Notes.  Any comments, remarks, or notes associated with the request that clarify or document the work that was performed.
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