	ICSD-594 FTP ACCESS REQUEST

Instructions


A. When Used

This form is used as a turnaround document.  It is initially submitted to define the details of a request to access the FTP Server to transfer files between State agencies or between a State agency and a private company.  It is subsequentlty used to notify the requestor that the request was completed.  Requestor should review item #29 Processing Notes to understand exactly how the request was satisfied. 

B.
General

The form is designed to be completed online, downloaded, then emailed to ICSD SEC, Systems Security Section, Kalanimoku B-20 at:  icsd.forms.sec@hawaii.gov.  The form must be emailed from an email account that is clearly recognizable as belonging to the person identified in Item # 1.

C.
Form Item Usage:

1. Requestor.  The name of the person who submits the FTP Access Request

2. Department.  The name of the department or agency to which the requestor belongs. 

3. Phone. The full telephone number, including the extension number of the requestor.

4. Date. The date that the form is submitted.  Format: mm/dd/yyyy.

 ICSD Contact Information.
5. ICSDContact Name.  The name of the person who submits the FTP Access Request

6. Contact Phone.  The full telephone number, including the extension number of the person identified in item #5.

7. Mainframe Application.  The name of the system or application that the FTP transfer is associated with, i.e. FAMIS, FMS, PAROLL, etc. 

 FTP Host Maintenance.
8. Host Action.  From the dropdown menu select one of the following actions: Create Host, Delete Host, or Modify Access.   Select Create Host if requesting that a new FTP Host be set up to handle transfers for an agency.  Select Delete Host if the FTP Host and all associated directories and all users are to be remove from the FTP server completely.  Select Modify Access if the Host is already setup and 1) a directory is to be added or deleted or 2) a change is to be made to the access rights to a directory by adding, modifying or deleting a userid.  

9. Host.  The name of the FTP Host associated with the State department or agency, i.e. DBF, ICSD-MF, DAGS, CSB, etc.

10. Directory Action.  From the dropdown menu select one of the following actions: Add Directory, Delete Directory, or Change Access.  Select Add Directory to add a new directory into which files may be moved by an agency for transfer.  Select Delete Directory to completely remove a directory from the FTP Host and all the userids associated with the directory.  Select Change Access to request Userid Maintenance specified in the Create New User ID, Modify Access for User ID, or Delete User ID sections. 

11. Directory \ Folder Name. The name of the directory to be added, deleted, or maintained.  The directory name should include any associated sub-directories. i.e. For example, PCARD,  healthfund\MED_PMTS 

 User ID Maintenance.
 Create New User ID. 

12. First Name.  The first name of the person for whom the userid is being created. 

13. M I.  The middle initials of the person for whom the userid is being created.
14. Last Name.  The last name of the person for whom the userid is being created.
15. Userid.  This field is assigned by ICSD in the standard format, PLLLLFM 

where 
P
= the departmental PMS code

LLLL
= the first four characters of the last name. 

F
= the first character of the first name

M
= the first character of the middle initial of name

Specific rules apply for people who have short names or no middle initials. 

16. Permission.  From the dropdown menu select one of the following to define the access level to be associated with the directories identified in item #17, All, None, Read, Write, Delete, Rename, List. 
17. Access Directories.  From each of the 5 dropdown menus select the letters (A, B, C, D, E) that are associated with the names of the directories in item #11.  Select all that apply.

 Modify Access for User ID. 

18. Userid.  The userid of the person for whom modifications are to be made.

19. First Name.  The first name of the person for whom modifications are to be made.

20. M I.  The middle initials of the person for whom modifications are to be made.
21. Last Name.  The last name of the person for whom modifications are to be made.

22. Permission.  From the dropdown menu select one of the following to define the access level to be associated with the directories identified in item #17, All, None, Read, Write, Delete, Rename, List. 
23. Access Directories.  From each of the 5 dropdown menus select the letters (A, B, C, D, E) that are associated with the names of the directories in item #11.  Select all that apply.
 Delete User ID. 

24. Userid.  The userid of the person for whom modifications are to be made.

25. First Name.  The first name of the person for whom modifications are to be made.

26. M I.  The middle initials of the person for whom modifications are to be made.

27. Last Name.  The last name of the person for whom modifications are to be made.

28. Comment.  Any comments, remarks, or notes from the requestor to ICSD that are to be associated with the action to delete the userid.
 RESERVED FOR USE BY ICSD.
29. Processing Notes.  Any comments, remarks, or notes that serve as an audit trail to document what was done by ICSD to satisfy the request.
30. Completed by.  The name of the ICSD person who did the work required to complete the request. 
31. Date.  The date that the work was finished and the request was satisfied.
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