
USER ACCESS FORM

Type of Request:

Requested By

Name

Email

Title

Requested For

First Name Last Name

Email Title

Department Location

Start Date Directly Reports to

User Being Replaced

What computer will be used?  

        Existing Computer         New Computer

Computer Name:       Laptop       Desktop

Required Access

      Microsoft Outlook (Email Access)               Microsoft Office               VPN Required

Please list any network shared drives and folders the user will need access to. Include if they need read only (“R”) or read/write 

(“R/W”): 

Please list any applications the user will need access to: Please list printers and scanners that the user will need:

      Setup Scan-to-Email?
NOTES:

New Position Change TerminationReplacement
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