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“CREATE NEW USER ACCOUNT” REQUEST To add a new user to your company IT systems: 
· Complete the form below. Requests must be submitted by an authorized employee or manager.   
· Complete the form below adding as much information as possible to help assist us in the configuration and speed up the install
· Save a copy for your records and then send the form as an attachment via email to Itsupport@expd8.com
· This will create a service ticket resulting in an automated email in response detailing the ticket ID and request submitted   
· A Zettabytes technician will make contact and provide details of the users login details (via text)
· We may need to login to the new users device to complete the configuration (please advise of the designated device and a time that may be suitable to carry out this work)
· Please note that a lead time of 3 working days is required for any new user setup (if a request is urgent, please provide reasons for prioritising and date required for)


 


 
	Today’s Date: Click or tap to enter a date.

	New user first name: Click or tap here to enter text.
	New user last name: Click or tap here to enter text.

	Date for account to become active: Click or tap to enter a date.
	New email address: Click or tap here to enter text.

	Is new user replacing an existing person ? Choose an item.

	Name of person being replaced: 
Click or tap here to enter text.

	Is there a colleague who has the same access levels required. Please provide name:Click or tap here to enter text.
	If not, please provide details of folders, groups, drives that you need access to:Click or tap here to enter text.





 







Type of access required



	☐Email Access only
	☐Email and internal network access
	☐Remote Access






Permissions required:




	☐Mailboxes
	☐Dictation

	☐Calendars
	☐Printers

	☐Scan
	





Some final information 


	· Will the new user be looking after a specific Mailbox – please specify:  Click or tap here to enter text.

	· Will the new user look after a specific Calendar – Please specify : Click or tap here to enter text.

	· Will the new user Transcribe. Please specify the folders required for the dictation setup : Click or tap here to enter text.

	· Which printers need to be setup : Click or tap here to enter text.

	· Which is required – scan to folder or Scan to Email: Click or tap here to enter text.

	· Phone extension replacement required ? What extension? Click or tap here to enter text.





Save a copy of the completed form for your records, then send as an attachment to itsupport@expd8it.com 
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