Network Add User Form
July 16, 2012

Division:		Requested by:		Effective Date:	

New User's Immediate Supervisor:  	

New User’s Branch: 		New User’s Title:	

Please ADD the following New User:

		
First Name		Last Name

Is the person a permanent or temporary employee, contractor, or intern? 	

	If not permanent, until when?: 	



1.	Is the new user being transferred from another DOC organization?: 	____

	If yes, which organization?: 	

Do they already have a xxxx@noaa.gov address?  	

2.	User’s will be provided with various standard software programs (MS Office Suite, 
Acrobat, McAfee, etc.).  What other division applications will the user need access to:

Other applications: 	

	

3.	User’s Default Printer:	
[bookmark: _GoBack]
4.	User needs to be added to the following network / e-mail lists:

	

5.	_________ (Y or N) User needs Voice Mail and telephone programming.  
User should be assigned to phone extension ___________. 
Their return-to-operator number should be: __________.

6.	Fax numbers – Division:	 	        Do they need a personal fax number?  		 

7.	User have an iPhone?:  		If yes, what is the cell number?   	

8.	User’s office location:  	


For Systems Support Use

Date added________     Initials:_______      CPU Property No(last 6 or 7 digits):___________

Machine name: _____________________________             PC Serial Number: ___________
