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New Account Request Form: Email, Calendar and Windows Login
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	[bookmark: Check2]Account Type (Check all that apply):	|_| Oracle Email / Calendar	|_| CPC Windows Login*   

	[bookmark: Text1]Legal Full Name (print):      

	[bookmark: Text2][bookmark: Text3]Department:      	Phone Number:      

	[bookmark: Text4][bookmark: Text5][bookmark: Text6]Position Title:      	Office Location: 	Bldg#      	Room#      

	

	
Billing and Sponsor
Information Required:
|_| Cal Poly Corporation Staff
|_| Student (for CPC Windows)

	Employee’s supervisor must fill out this portion in order for accounts to be created.

	
	[bookmark: _GoBack][bookmark: Text9] CPSU Dept ID:        (6 digit State Dept ID code)      Org Key:        (5 digit CPC account #)

	
	[bookmark: Text15][bookmark: Text16] Supervisor (print):      	Phone:      

	
	 Supervisor Signature:	Date: 

	
	
[bookmark: Text11] Title:      

	

	
Windows Login Information:
|_| Sole User of Computer
|_| Individual on Multi-User 	Computer (See Note)
	[bookmark: Text12] Computer Name:      	
(Computer Name is usually on a label on the front, top or side of computer – i.e. FD-CD-NAME)

	
	[bookmark: Text13][bookmark: Text14] Computer Location: Building#      	Room#      

Note: Current CSU Security Standards prohibit sharing login ids. New users on a Multi-User computer will have their own computer login name and password.

	

	
* Not all Employees will need a Windows Login. Please check with your supervisor to see if this is required for your job function. The Cal Poly Corporation IT department can only set up users on computers  that are managed by the Cal Poly  Corporation  IT Department. If your department’s computers are managed by State  ITS, please contact your LAN coordinator or the ITS Service Desk at 756-7000 for assistance.



	

	
Other CPC Accounts Needed:
|_| BOE Infoview
|_| IFAS Financials
	To request access to BOE or IFAS, please fill out and submit the “Request for IFAS/BOE Access” form available at; http://www.calpolycorporation.com/docs/


Certification of Use
I certify that the requested resource/service will be used for purposes consistent with the missions of the California State University and Cal Poly Corporation, and in accordance with all applicable University policies and State and Federal laws. I acknowledge that I have read and understand the policy for using Cal Poly Corporation equipment as defined in the "Property, Security, Privacy, Searches and Use Policy" document available at http://www.calpolycorporation.com/docs/humanresources/PrivacyPolicy.pdf.
I acknowledge that unauthorized use of information technology resources may incur civil and/or criminal penalties and result in disciplinary action and loss of access. The Cal Poly Corporation follows the guidelines set forth by the Cal Poly University ITS department. By signing this form you are accepting responsibility for reading, remaining updated, and abiding by Cal Poly’s Responsible Use Policy located at http://security.calpoly.edu/policies/index.html.
Account User Signature: _____________________________________________________  Date: ____/____/______
This form may be mailed via campus mail to the CPC IT Help Desk, building 15 room 102 or faxed to 756-5052, (if you fax this form, please mail the original as well).

	Cal Poly Corporation, Information Technology Office Use Only
 
	  Email / Calendar Requested
	 Windows Login
	  Profile Created

	Remedy Case ID: 
	Username: 
	 Change Name on PC & Asset Tracker

	Cal Poly Alias: 
	Temp Password: 
	 Add user to FDN Mail Lists



Completed By: 	  Date: 	
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