INSTRUCTIONS FOR COMPLETING THE COMPUTER 

ACCOUNT REQUEST FORM (CAR)



The CAR form must be processed in order to activate a computer account for a new user, modify a current user account, or delete a current user.  At the very least, the name and UTD-ID or SSN must be typed.  The definition of form fields is:

NEW USER
Does not have an account

CHANGE USER
Has an account that needs to be changed because duties change or 
    user transfers between departments.  DELETE must be submitted by
    previous department.

DELETE USER
Delete an account, i.e. person leaves the university or transfers to another 
    department.  Give effective date, if necessary.
SPONSOR'S NAME
Account Manager or person in charge

SPONSOR'S MAIL STATION
Account Manager or person in charge mail station

SPONSOR'S EXTENSION
Account Manager or person in charge extension

USER'S NAME
The account holder name – first, middle initial, last name. (TYPED)
DATE OF BIRTH
Format of the date is MM/DD/YYYY

USER'S EXTENSION
The account holder extension

USER'S UTD-ID or SSN
The account holder UTD-ID or SSN.  (TYPED)
USER'S TITLE OR JOB FUNCTION
The account holder job title
USER MAIL STATION 
The account holder mail station 

USER ROOM #
The account holder room number

USER'S SCHOOL OR DIVISION
The account holder school or division (i.e. NS&M)

USER'S DEPARTMENT
The account holder department (i.e. Biology)

ACCOUNT NUMBER
Account number to be used if charges are incurred

DEPARTMENT ADMIN ASSISTANT
Name of the Departmental Admin Asst./

AA EXTENSION
Department Admin Asst. extension
DEPARTMENT MAIL STATION
Department mail station

AUTHORIZED SIGNATURE
Person with signature authorization for the account


TYPE OF ACCOUNT: (ONLY ONE will apply)

Faculty
For any faculty account access


Staff
For staff account access

Contract
Non-University contract person . Also needs a University Access Authorization Form


Guest

All other account access – Also needs a University Access Authorization Form


Student   or  RA / TA
Indicate if student and if RA / TA      (MUST check one of the following)


Employment limited
Until employment terminated or duties change




Semester limited
Until current semester ends (i.e. TA's)



Sponsor limited
Requires yearly renewal by sponsor (i.e. RA's)



LEVEL OF ACCESS:


Standard Access
For Employees




Optional Exchange:  Email for Faculty and Staff only.

NetID
Provides access to Blackboard only

E-Mail Only
Cyrus e-mail, no network or lab access


ADMIN APPLICATIONS
Administrative mainframe applications


SIS


Student Information System


HRS


Human Resources System


FRS


Financial Reporting System – Please specify all accounts to which you need access on the OTHER line or attach a list.  




         Forms will be returned that do not have accounts listed if requesting FRS.

BIS


Budget Information System.


E-Print


If the user will need e-print for any of the administrative applications, mark the appropriate boxes.


THE FOLLOWING ARE EXAMPLES OF ITEMS TO BE SPECIFIED IN THE OTHER BOX:
Departmental G: drive
Does user need access to the shared departmental network drive?

Specific Server: 
Departmental server name (i.e., COPS, Career, Snoopy)


Space: 
Specify space requirements


Home Directory 
Specify home directory


Other:
Any specific requirements

Bulletin Board/Listserve: 
Specify the board or list 

MAC Address for laptops
NICCARD Address to register your laptop for use on the UTD network
Information at the bottom of the form is required.  If not supplied, the form will be returned to the user department.
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