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Getting Access to the IT Service Catalog
Request Forms

This article covers how to get access to the IT Service Catalog Request Forms and
become a designated Department IT Coordinator (DITC).

Department IT Coordinator (DITC) Designation

In order to have access to the IT Service Catalog Request Forms to request IT
services, you must be designated as the Department IT Coordinator (DITC) for your

department(s).
To be set up as a DITC:

1. Have your department chair/director/manager send an email to
telecom@fullerton.edu indicating that you should be designated as a Department
IT Coordinator. The email should include the specific department ID(s) that you
are the DITC for (i.e. 10356, 10220). Also include whether you are the primary
DITC or a backup DITC for each of the department IDs

2. View the online training course that is available here: http://www.fullerton.edu/
[TTraining/other/service_catalog. Be sure to follow the instructions at the end!

3. You will receive a reply from IT Training once your account has been activated.

NOTE: A current Department IT Coordinator for your department can also email
telecom@fullerton.edu to designate you as a DITC.
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Overview of Available Forms

This article covers a basic overview of the available forms on the IT Service
Catalog Request Forms.

Telephone, Cellular, and Wiring

These forms allow you to add, modify, and delete telecommunications-related
equipment and services.

Mobile Device

+ This request allows you to order a new mobile device, upgrade an existing mobile
device, modify the services on an existing mobile device, and purchase
accessories for a mobile device.

Phone Modification

These requests allow you to change the name on a phone, change a feature such as
line appearances or class of service, add extra listings, change the billing cost center,
and delete an extension.

New Employee IT Request

* Note: this request appears in multiple categories. This request allows you to request
multiple items for an employee in the same order including: mobile device,
rollout workstation, new VolP phone, phone modification, fax senior, and wiring.

VoIP Phone Line

* This request allows you to order a voice over IP (VoIP) phone.
Wiring

+ This request allows you to add, move, or delete a wiring outlet.
Schedule a Move

* Note: this request appears in multiple categories. This request allows you to
schedule a move of IT equipment including phones and computers
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Computers and Handhelds

These forms allow you to request new computer-related equipment. Note: not all
employees are eligible for Rollout equipment; please email helpdesk@fullerton.edu
if you have any questions about employee eligibility.

New Employee IT Request

* Note: this request is available under both the Telephones and Mobile Devices section
and Computers and Handhelds section. This request allows you to request multiple
items for an employee in the same order including: mobile device, rollout
workstation, new VolP phone, phone modification, fax senior, and wiring.

Desktop Workstation

* This request allows you to order a new Rollout PC or Macintosh desktop
computer and printer.

Laptop Workstation
* This request allows you to order a new Rollout PC or Macintosh laptop computer.
iPad
+ This request allows you to order a new Apple iPad.
Printer
* This request allows you to order a new desktop printer.
Monitor

 This request allows you to order a new monitor for a PC desktop computer.

Account Management

These requests allow you to add/modify entries in the People Directory (aka lIdentity
Management), add/modify/disable/re-enable/extend expiration of email/login
accounts, and view/modify the campus online phone directory.

People Directory

« These requests include adding a person to the People Directory and modifying a
person’'s People Directory entry.
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Email/Login Accounts

« These requests include requesting a new email account, modifying an email
account, disabling an email account, re-enabling a disabled email account, and
extending the expiration of an email account/People Directory position.

Phone Directory

* This tab allows you to view, download, and modify the campus online telephone
directory.

Software and Access

These forms allow you to notify IT of a separated employee and request a fax senior
account.

DITC Orientation
* This request allows you to enroll in a DITC Orientation course when available.
IT Clearance

* This request allows you to notify IT that an employee has separated from your
department and indicate what should happen to the IT assets and accounts that
were assigned to that employee.

Fax Senior

* This request allows you to add/modify/delete a fax senior account which allows
users to send/receive faxes via their email account,

Other Services

This section covers all Other Services requests including opening a ticket, resetting
an email or voicemail password, activating a data jack, scheduling a move, and
picking up computer equipment.

Open New Ticket
* This request allows you to submit a trouble ticket to the IT Service Desk.
Reset a Password

 This request allows you to request that IT reset either a voicemail password or an
email account password.
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Activate Data Jack

 This request allows you to request that an existing data jack in a location be
activated.

Schedule a Move

* This request allows you to schedule a move of IT equipment including phones
and computers.

Computer Equipment Pickup

+ This request allows you to request that IT pick up IT assets/equipment that is no
longer in use by the department; for example, pick up a computer after an
employee has separated.
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Logging In

This article covers how to log in to the IT Service Request Form web application.

1. Navigate to the IT Service Request Form service desk.

. .
e @‘ ﬁ titans.service-now.com,service_desk

File Edit View Favorites Tools Help

Open your browser to http://titans.service-now.com/service_desk

2. Enter your campus username and password. Then click
Login.

;'ﬁlﬁﬁf"- CALIFORNIA STATE UNIVERSITY

AL

wd FULLERTON

User name

emoneypenny

Password
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3. You are now logged in to the IT Service Catalog Request
Forms!

DITC Demo | Logout Q

FULLERTON e

Home || My Approvals || User Guides

@ CJGLEltiljlfalzm Answer IT ReqUESt Forms
: 1= Browse the Senice Catalog
Tracking ;
i} Live Chat & My Active Reguests
[ Something Broken 49 Request History
E Submit a Question @ Telephane, Cellular and Wiring
@ |Incident Status & Computers and Handhelds
@ |Incident History & Account Management
L2) 1T Training Website EZ Software and Access

B Other Senices

The Get Help section allows you to contact IT for assistance. The IT Request Forms
section contains links to your current and past requests as well as links to each
category of request.
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Requesting Skype for Business Hardware
Accessories on behalf of a user

This article covers how to request hardware accessories (i.e. headset or webcam)
to be used with Skype for Business on behalf of a user.

This form is for DITCs requesting accessories for a user in their department. If
you not a DITC and want to request hardware, view this article.

NOTE: Users must have completed Skype for Business training and have a Skype for
Business account in order to request hardware for them. View this article to find out
more about getting a Skype for Business account.

1. Log in to the campus portal and then click on Online IT
Help.

E Search apps, people, classes & web

Apps Favorites History  iTuffy

+ Default Apps

#A Home

DropBox

DropBox for Students

[9 Online IT Help ]

B Titan Online

B TITANium
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View detailed instructions on accessing the campus portal.

2. Enter your campus username and password. Then click
Login.

Home || User Guides

User name

ckent

Password

3. Click on Telephones and Mobile Devices.

E IT Request Forms
1= Browse the Senice Catalog

49 Reguest History

| ITeIephunea and Mobile Devices
&l Computers and Handhelds

€ Account Management

EZ Software and Access

e Other Senices
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Locate the IT Request Forms section and click Telephones and Mobile Devices.

4. Select Skype for Business Accessories.

Home || My Approvals || User Guides

Q| @ ltems

Requests ﬂSkype for Business Accessories

Use this form to request hardware accessories (web camera and microphone headset) to use with Skype for Business

31453 - Desktop Workstation

¥ More Information

91452 - Desktap Workstation Use this form to request hardware accessories (web camera and microphone headset) to use with Skype for Business. Only employees that
R — ' have completed the Skype for Busienss online training are eligible for acessories. Student employees are not eligible

31451 - Desktop Workstation

Requests

Mobile Device

VoIP Phone Line

Webcam Full Headset with mic Single headset with mic

4.1. Pictures of the available accessories will appear at the top of
the form.

Use this form to request hardware accessories (web camera and microphone headset) to use with Skype for Business.

Use this form to request hardware accessories (web camera and microphone headset) to use with Skype for Business. Only employees
that have completed the Skype for Busienss online training are eligible for acessories. Student employees are not eligible

Webcam Full Headset with mic Single headset with mic
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5. Click on the magnifying glass to select for whom you are
ordering accessories.

Requested for

5.1. Click on the Name of the person for whom you are ordering
accessories.

= Users Goto Mame ‘ 1| to 9 of 9
. ¥ Name & (=) First name (¥) Last name (*) Email () Department (= Title
Kent. Clark Clark Kent ckent@fullerton.edu [T - Training Full-Time
o Staff

Click on the Name of the person for whom you are ordering accessories. You are
able to select your own name to order accessories for yourself if you wish.

NOTE: Only users in your department(s) that have completed the LinkedIn Learning Skype
for Business training will appear on this list. If you don't see a user on this list, check if the
user has completed the training. If they have, please contact the IT Help Desk for
assistance. Instructions on how to complete the training can be found in this article.
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6. Use the drop-down menu to indicate if the user needs a
webcam.

* Webcam needed?
¥ iMac users

iMacs have a built-in web camera and microphone. Please select "No”

— Mone — | = |
Yes
Mo

NOTE: iMac desktop computers have a built-in webcam so you do not need to order one.

7. Select the radio button next to the headset option the user
wants.

Headset

- Maone -
Full headset with mic

Single headset with mic

8. Enter the location where the accessories should be
delivered.

Delivery location?

PLS-260]

If you want these accessories to be delivered to a location other than the user's
office, enter the delivery location.

NOTE: The user themselves must accept delivery of the hardware accessories as they will
need to sign electronic paperwork indicating they received the accessories.
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9. Click Submit Order.

Use this form to request hardware accessories (web camera and microphone headset) to use with Skype for Business. Order this ftem

Use this form to request hardware accessories (web camera and microphone headset) to use with Skype for Byginess. Only employees Quantity 1 - |4
that have completed the Skype for Busienss online training are eligible for acessories. Student employees are not ell
Delivery time 5 Days
|

Shopping Cart

. Empty

Click Submit Order at the top right of the form.

NOTE: You can choose "Add to Cart" if you are ordering other items for this user.

9.1. If there is already an order for the user, a pop-up window will
appear. Click OK.

Arequest has already been submitted for this user. Refl REQI37E97

[] Prevent this page from creating additional dialogs

If there is already an order for Skype for Business hardware accessories for this
user, a pop-up window will appear showing you the REQ number for the other
request. You can check with the IT Help Desk to see who placed the other REQ.

NOTE: A user can request Skype accessories on their own. Only one request per user can
be submitted.
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10. Change the Requested for to the user.

Requested for:

@

‘ Kent, Clark Q

Remember that the Requested For field will default to your name! Be sure to change
it to the user's name to avoid confusion.

11. Click Checkout.

< Shopping Cart Continue Shopping

Are the contents of your cart correct? Please double check the items and remove and edit where appropriate

Delete Edit Skae for Business Accessories - Use this form to request hardware accessories (web camera and microphone headset) to use

£ Dav
with Skype for Business 5 Days

12. You're done!

< Order Status

Thank you, your request has been submitted

Order Placed: 11-18-2015 01:33:12 PM
Request Number: | REQ Bookmark request
Estimated Delivery Date of Complete Order:  11-23-2015

You will receive an email confirmation of your order. Within 5 business days, the
user should receive a call or email from a Help Desk technician to make an
appointment to deliver their hardware accessories.

You may want to note the REQ number of your request and forward the email
confirmation to the end user so they have the REQ number as well. You (or the user)
can give this number to the IT Help Desk to check on the status of the order.
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Need More Help?
Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777.

View the Skype for Business Help and Resources article.

View the Telephones and Mobile Devices Help and Resources article.
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Wiring Request

This article covers how to fill out a wiring request to request a new outlet, move
an outlet, or remove an outlet. The types of outlets you can request are: phone,
data, cable TV, or other (i.e. audio-visual outlet).

1. Click on Telephone, Cellular, and Wiring.

E IT Request Forms
=8 Browse the Senice Catalog

= My Active Requests

45 Request History

8@ Telephone, Cellular and Wiring
B Computers and Handhelds

& Account Management

EZ Software and Access

Ep Other Senices

2. Click on Wiring.

Wiring

Request a new outlet or move an existing one

» More Information
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3. Select the wiring type(s).

Select wiring type

Options

| Data/Metwork
¥| Telephone
Other

Place a checkmark next to each wiring type that is involved with the request. You can
select multiple if several apply.

NOTE: Depending on which items you choose, you may have additional fields to fill out.

4. If you selected "Data/Network," choose which network.

Which network?
¥ More information

If this is for a lab choose private, if this is for an office, conference room, etc: choose public

Public -

Select either Public or Private for the network.

NOTE: Click on More information to learn more about the difference between Public and
Private networks.

5. If you selected "Other," enter the wiring type.

Describe other wiring request

Audio-Visual wiring|

IT Service Request Forms // Downloaded: 10-01-2020 // Disclaimer: This document is only valid as of the Page 21
day/time when it is downloaded. Please view the original web document for the current version.



EIFULLERTON

6. Select the request type.

Select request type
» More information

ADD -

Select from the following request types:

« Add (create a brand new outlet)

« Move (move an existing outlet within the same room; i.e. if you are getting new
modular furniture which will block an outlet, you may want to move that outlet a
few inches)

« Remove (completely remove an outlet from a room; i.e. if you are having a
contractor remove an entire wall in a room, you may want to remove an outlet
on that wall completely)

NOTE: You cannot move an outlet from one room to another. Also, if your department will
no longer be using a room, you do not need to remove an outlet. When you move your
computers and phones out of the room, the outlet will be inactive until another
department requests new phones and a data jack activation.

7. Enter the location of the outlet.

Location (e.g. LH-636 East wall under desk)

*# More information

PLS-237 on east wall in cubicle 1|

For Add requests, this location should be where you want the new outlet to be
placed.

For Move requests, you can enter the current location as well as instructions (i.e.
move 6 inches to the left or move to opposite wall near desk).

For Remove requests, enter the current location of the outlet you want to remove.

IT Service Request Forms // Downloaded: 10-01-2020 // Disclaimer: This document is only valid as of the Page 22
day/time when it is downloaded. Please view the original web document for the current version.



EIFUTT ERTON

...........................

8. Select the account code to be bhilled.

Account Code

Test Account | 12345 -

Select the account code to be billed if there are any charges for this request.

NOTE: If you would like a quote prior to submitting the order, contact Gabriel King at

gking@fullerton.edu.

9. Click Add to Cart.

Request a new outlet or move an existing one Order this ltem

Select this option if your request involves wiring changes such as adding/moving an Delivery time 10 Days

outlet for construction projects . |'.=l |
Select wiring type —§—8 Shopping Cart
Options Empty
] Cable TV
Data/Network
Telephone
Other
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10. If you do not have anything else to add to your cart, click
Proceed to Checkout.

Order this Item
Delivery time 10 Days
; |
Shopping Cart
1 Wiring

Edit Cart

Proceed to Checkout

Continue Shopping

You can add other items/requests to your cart, but be sure that they are all related
to the same person or situation (i.e. do not include an iPad order with a Wiring
request; however, you could include a Schedule a Move request if you are moving a
phone/computer to a room that does not currently have an outlet).

Click Proceed to Checkout when you are ready to submit the order.

11. Enter whom the request is for.

Requested for:

Arthur-Carmichael, | = C, (@

Enter the name of the person for whom you are submitting this request. For a wiring

request, this could be a department tech. Or you can put your (the Department IT
Coordinator) name.
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12. In the Special instructions field, enter any notes about
this request.

Special instructions Add attachment...

Please add 5 new phone/data outlets in PLS-237 by January 19th for new semester. All of the data jacks should be
active |

In the Special instructions field, enter any notes about this request. You may want to
put details such as how many outlets you need or where outlets need to be moved
or the date when you need this done (i.e. please remove this outlet by January 12th
as construction will begin on January 13th; please move this outlet to the other side
of the room to accommodate a new staff member who will be starting on January
15th).

NOTE: Wiring requests require a minimum of 10 days for processing, so be sure to allow
enough time in your request. Allow extra time if you are requesting multiple outlets.

13. Click Checkout.

< Shopping Cart Continue Shopping

Are the contents of your cart correct? Please double check the items and remove and edit where appropriate

¥ Wiring - Request a new outlet or move an
existing one

Delete Edit 10 Days

When you are ready to submit your order, click Checkout.
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14. You're done!

< Order Status

Thank you, your request has been submitted

Order Placed: 12-22-2015 02:15:03 PM

Reguest Number: |[REQ39947 | Bookmark request

Estimated Delivery Date of Complete Order:  01-01-2016

You will receive an email confirmation of your order. You should hear from a
Telecom technician with a tentative date for your wiring work to be completed.

NOTE: You can use the REQ number when referencing this request with the IT Help Desk
or Telecom.

Want to help your order move faster? For add and move wiring requests, consider putting
a post-it note on the wall where you want the outlet. This will help the technician know
exactly where you want a new outlet installed or a current outlet moved.

Need More Help?

View the Telephone, Cellular, and Wiring Help and Resources article.
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Telephone, Cellular, and Wiring Help and
Resources

This article covers help and resource information for Telephone, Cellular, and
Wiring requests, including contact information and external resources shown in
the articles in this section.

Contact Information

Contact telecom@fullerton.edu if you have any questions about Telephone, Cellular,
and Wiring requests.

In some cases, the IT Help Desk can also assist you with questions about these
requests but keep in mind that specific information (i.e. when will my phone be
installed) can only be answered by Telecommunications. Contact the IT Help Desk at
helpdesk@fullerton.edu or 657-278-7777.

Resources

Telecommunications website: http://www.fullerton.edu/it/services/
telecommunications/index.php

Telecommunications pricing information: http://www.fullerton.edu/it/services/
telecommunications/pricing.php
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Computers and
Handhelds Requests
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VMware vSphere Request (only available to
campus techs)

This article shows campus techs how to request access to VMware vSphere
Client, a virtual machine (vm).

1. Select Computers and Handhelds.

E IT Request Forms
—

| Browse the Senice Catalog

L
L.

i) My Active Requests

45 Request History

8 Telephone, Wiring and Mabile
E/] Computers and Handhelds |
& Account Management

EZ Software and Access

B Other Services
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2. Select Virtual Machine Request.

EIMifi
Mow you can get the broadband speed you require to work efficiently outside the office

» More Information

Service Catalog > Computers & Mobile

EVirtual Machine Request h

Wirtual Machine

* More Information

[_ED;L_HDesktop Workstation
Desktop Workstation

* More Information

3. Fill Out the Virtual Machine Request Form.

3.1. Select Virtual Machine Type.

Virtual Machine request type Virtual Machine request type
Ir!ew -1 Existing ;-I
@ O

—— %k Physical to Virtual or Virtual to Virtual

Physical to Virtual
Virtual to Virtual

1. Select New if you are requesting a new virtual machine on the network.
2. Select Existing if you currently have a virtual machine in your department, then
choose the function of the current machine.

« Select Physical to Virtual, if a physical system needs to be converted to the
virtual machine VMware vSphere Client.
« Select Virtual to Virtual, if a virtual system needs to be upgraded to the VMware

vSphere Client.
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3.2. Specify Server Role.

Please indicate the server role (web, file/print, database, etc)

web

|dentify the purpose of the virtual machine.

3.3. Select OS Type.

05 type

Windows 7 t|
- [ope —

Windows Server 2008R2
Windows Server 2012R2
RedHat
Cent05
Windows 7

|

3.4. Type the Computer Name.

Computer name

[TTraining_website

NOTE: When naming the computer eliminate spaces and maintain unique computer
names. Spaces left in the computer name will be eliminated or replaced with an
underscore. The network cannot support duplicate computer names, therefore duplicate
names will be altered slightly to make them unique.

** If it is vital that your computer name be maintained due to your operation, do your
homework. Check with the IT Help Desk to confirm your computer name is unique.
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3.5. Select the Virtual Machine Size.

Select vitual machine size (All vm's come with a 25GB OS5 Drive, 40 GB Log Dnve, and 40 GB Application Drive.)

{Large (4GB RAM, 2vCPUs) =]
- Mone -

Small (1 GB RAM, WCPU)
Medium (2 GB RAM, 2vCPU

#-Large (68 GB RAM, 4vCPUs)

Dedicated (12665 BAM. 2vCPUs

NOTE: Review the VM pricing sheet pdf document on the request form for the latest
prices and VM options.

3.6. Indicate Any Additional Storage Required.

Please indicate any additional storage required

Currently have 2TB of data that needs to be accessible on the VM

3.7. Select the Network.

Which network do you need the server on?

‘Public

Public

|dentify if the server needs to be on a public or private network.

NOTE: For labs choose private; office, conference room, etc, choose public.

IT Service Request Forms // Downloaded: 10-01-2020 // Disclaimer: This document is only valid as of the Page 32
day/time when it is downloaded. Please view the original web document for the current version.



3.8. Select the Network Location.

Metwork location

 Pollak Library i~
- lone - -
Anderson Field
Bookstore/Titan Shops
Becker Amphitheater
Children's Center

College Park

Clayes Performing Arts Center
Computer Science

Corporation Yard

Dan Black Hall

Engineering

Education Classroom
Golleher Alumni House
Goodwin Field
Humanities-Social Sciences
Kinesiology & Health Science
Langsdorf Hall

McCarthy Hall

Parking and Transportation Office
Pollak Library i

NOTE: This is a partial listing of network locations. Use the scroll bar to see the other
network locations.

m

3.9. Type a Server Administrator (if you're not the requester).

Lookup using list

Server administrator name

Arth Iil

Showing 1 through 3 of 3

Arthur, Catherine carthur@Exchange FULLERTOMN EDL
Arthur, George garthur@Exchange FULLERTOM . EDOU
Arthur-Carmichael, Lori larthur@fullerton_edu

Begin typing, the name will automatically populate the name(s) in the field. You can
also click the magnifying glass to Lookup a name.
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NOTE: The server administrator is someone that will maintain the overall function of your
VM. This is not just someone that will just update content or enter data on the VM.

3.10. Enter the Date and Time you want Access to your VM.

Date requested (8 hour downtime reguired)

M1-29-2016 10-00-00 AR iﬁ

<< January 2016  >= .@.

5 M T WTF 5
27 2829 30 31 1 2
3 4 5 6 7 & 3
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 2T EEaEE
311 2 3 4 5 @

Go to Today

Time: 10 ; 00 : 00 AM -

NOTE: You must select a date that is at least 5 business days in the future. After selecting
a date and time, click on the green checkmark button.

3.11. Select if Coordination with the Server Administrator is
Required.

Is coordination with the server administrator required?
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3.12. Type any Notes or Special Information that Needs to be
Communicated with IT.

Motes (tell us of any special needs; additional backup, monitoring, other services)

Please notify when live online, will need to update last minute department information before start of semester
Also need assistance with validating 508 accessibility

4. Complete the VM Request Form:

Order this ltem

on, and Delivery time 5 Days
[ |
O
o
Shopping Cart

1 Virtual Machine Reqguest
1 Virtual Machine Reqguest
1 Virtual Machine Request

Edit Cart

o Proceed to Checkout
el

Continue Shopping

1. Click Add to Cart to proceed or request another virtual machine for your
department. (Fill out a new request form for each VM.)

2. Click Proceed to Checkout to complete your order and checkout.
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...........................

5. Click Checkout.

< Shopping Cart Continue Shopping

Are the contents of your cart correct? Please double check the items and remove and edit where appropriate

Delete Edit ¥ Virtual Machine Request - Virtual Machine 5 Days
Delete Edit ¥ Virtual Machine Request - Virtual Machine 5 Days 1
Delete Edit ¥ Virtual Machine Request - Virtual Machine 5 Days 1

When you are ready to submit your order, click Checkout.

6. Your Request has been Submitted!

< Order Status

Thank you, your request has been submitted

Order Placed: 01-05-2016 08:57:04 AM
Request Mumber: | REQ39954 | Bookmark request
Estimated Delivery Date of Complete Order:  01-10-2016

You will receive a confirmation email of your order. You will hear from IT when your
Virtual Machine is complete.

NOTE: You can use the REQ number when referencing to this request with the IT Help
Desk.

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777.
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Account Management
Requests
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INFORMATION TECHNOLOGY

Accessing Account Management

This article covers how to access the Account Management portion of the IT
Service Catalog Request Forms.

1. Navigate to the IT Service Request Form service desk.

o .
N = - : .
@ £1 titans.service-now.com/service_desk

File Edit View Favorites Tools Help

Open your browser to http://titans.service-now.com/service_desk

2. Enter your campus username and password. Then click

Login.

Fited CALIFORNIA STATE UNIVERSITY

d FULLERTON

User name

emaoneypenny

Password
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CALIFORMNIA STATE UNIVERSITY .
: Q Live Chat

FULLERTON

Home | My Approvals || User Guides

Get Help E IT Request Forms
(Questions and Answer Browse the Service
Tracking C— R E ]

iy Live Chat & My Active Requests

(i Something Broken 45 Request History

Bl Submit a Question @ Telephones and Mobile Devices

@ Incident Status E Computers and Handhelds

@ Incident History Account Management |

DI Training Website EZ) Software and Access

Er Other Services

4. Enter your campus username and password. Then click
Login.

1 CALIFORNIA STATE UNIVERSITY

FULLERTON

Home | My Approvals || User Guides

My Requests

Account Management

Top Requests

ﬁ Muobile Device
VolP Phane Line

CSUF Username emoneypenny

Password ..I'...I'...I'...l
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Account Management is a separate web app being displayed in the IT Service Catalog
Request Forms which is why you need to log in again.

5. You are now logged in to Account Management!

Account Management

PEOPLE DIRECTORY | EMAIL/LOGIN ACCOUNTS PHOMNE DIRECTORY

People Directory Records

Search and select a person or click "New Person™.

oo ,

You can now make a selection to start a request.

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777.
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INFORMATION TECHNOLOGY

Disabling an Email Account

This article covers how Department IT Coordinators (DITCs) can request that an
email account be disabled in Account Management.

1. Login to the IT Service Request Forms and access Account
Management.

View more details about accessing Account Management.

2. Select Email/Login Accounts. Then search for the email
account.

Account Management

A

PECFLE DIRECTORY ‘ EMAIL/LOGIN ACCOUNTS DISTRIBUTION GROUPS FPHONE DIRECTORY

Email/Login Records

Search for a computer or email account by CWID, Username, Name, Display name, Department or click "New Account”

e |Pi0lrowski || Search |

Disable || Re-Enable || Extend Expiration

DisplayName Username Job Title Department Office Phone Expiration Date Status

O Piotrowski, Christopher chpiotrowski Full-Time Staff Dean HHD ~ EC-685 (657)278-7299 Active

¢ Note you can enter partial information in the search field such as a Last
Name to locate an account.
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A. Select Email/Login Accounts.

B. Enter search criteria such as Name, CWID, username (e.g., jsmith), or
Department.

3. Place a checkmark next to the account. Then click Disable.

Account Management

PECFLE DIRECTORY | EMAIL/LOGIN ACCOUNTS | DISTRIBUTION GROUPS | PHONE DIRECTORY

Email/Login Records

Search for a computer or email account by CWID, Username, Name, Display name, Department or click "New Account”

|F’introwski || Search |

B Disable || Re-Enable || Extend Expiration

DisplayName Username Job Title Department Office Phone Expiration Date Status

o Piotrowski, Christopher chpiotrowski Full-Time Staff Dean HHD ~ EC-685 (657)278-7299 Active

A. Place a checkmark next to the account whose expiration you want to extend.
B. Then click Disable.

4. Enter the employee's separation date. Then enter the date
on which you want their email account disabled.

¢ Itis recommended that Disable account on this date should be set at least
one day AFTER the employee's last day on campus to avoid having the
account be disabled while the employee is still working.
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Account Management

PEOFLE DIRECTORY ‘ EMAIL/LOGIN ACCOUNTS DISTRIEUTION GROUPS PHOME DIRECTORY

Disable Computer/Email Account

Disabling user account will take away user Computer/Email /Portal access.
Make sure the person is not affiliated in any other positions at CSUF.

Please fill out the information below.

CWID
Display Name Piotrowski, Christopher
Username chpiotrowski
o Separation date (MM/DD/YYYY) |05322,r2(|29 | |
* Disable account on this date (MM/DD/YYYY) |09,.'{;2,r2020 | G|
* Reason for disabling [Please Select... v

Please note that when you fill out this form, the Separation date can be a
date in the past. However, Disable account on this date MUST be set as
today or a future date.

What's the difference between Separation date and Disable account on this date?

- Separation date is the official date when the employee leaves campus
employment.

- Disable account on this date can be a date before or after the employee's
separation date. This allows you to keep the account active for a short time after
the employee leaves the university. It also allows you to disable an email account
before an employee's official separation date if, for example, the employee will
be using several days/weeks/months of sick/vacation time at the end of their
employment but they will not be working in any capacity during that time. Think
of this date as the date when you want the email account (and portal access) to
be turned off for the employee.
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INFORMATION TECHNOLOGY

5. Select the reason for disabling the account.

Account Management

PEOPLE DIRECTORY | EMAIL/LOGIN ACCOUNTS DISTRIBUTION GROUPS

PHONE DIRECTORY

A

Disable Computer/Email Account

Disabling user account will take away user Computer/Email /Portal access.
Make sure the person is not affiliated in any other positions at CSUF.

Please fill out the information below.

CWID
Display Name Piotrowski, Christopher
Username chpiotrowski
Separation date (MM /DD/YYYY) |UB!22F2020 |ﬁ
* Disable account on this date (MM /DD/YYYY) |UB!02F2020 |ﬁ
* Reason for disabling Please Select...

E Retrement

End of the temporarily appointment/contract / Mo longer nesded
Passed away

Inveluntary Separation
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INFORMATION TECHNOLOGY

6. Then click Continue.

Account Management

PEOPLE DIRECTORY | EMAIL/LOGIN ACCOUNTS DISTRIBUTION GROUPS PHONE DIRECTORY

Disable Computer/Email Account

Disabling user account will take away user Computer/Email /Portal access.
Make sure the person is not affiliated in any other positions at CSUF.

Please fill out the information below.

CWID
Display Name Piotrowski, Christopher
Username chpiotrowski
Separation dats (MM/DD/YYYY) |06,'22.f202:} | s
* Disable account on this date (MM/DD/YYYY) |[]'3;'02F2020 |ﬁ
* Reason for disabling |Vo|unlar',r Resignation v
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7. Click Disable.

Account Management

PECPLE DIRECTORY ‘ EMAIL/LOGIN ACCOUNTS

Disable Computer/Email Account

Please verify information and click "Disable” button.

CWID

Display Name  Piotrowski, Christopher
Username chpiotrowski
Separation date 06/22/2020

Disable date 09,/02/2020

Reason Woluntary Resignation
Back [ Disable ]

8. You will see a confirmation that your request has been
submitted. You will also get email confirmation of your
request.

¢ Please note that the employee will receive an email indicating when their
account will be disabled.
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Account Management

PEOPLE DIRECTORY | EMAIL/LOGIN ACCOUNTS DISTRIBUTION GROUPS PHONE DIRECTO

Disable Computer/Email Account

Thank you for submitting disable account request. The account will be disabled on 09/02 /2020

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777.
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Extending the Expiration Date of an Email
Account

This article covers how Department IT Coordinators (DITCs) can extend the
expiration date of a faculty/staff or administrative email account.

¢ You can use the extend expiration process to extend the expiration date of
an active email account as well as re-enable an email account that has been
disabled and there is no active People Directory position.

1. Login to the IT Service Request Forms and access Account
Management.

View more details about accessing Account Management.
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2. Select Email/Login Accounts. Then search for the email
account.

Account Management

A

PEOFPLE DIRECTOR EMAIL/LOGIN ACCOUNTS DISTRIBUTION GROUPS

PHONE DIRECTORY

Email/Login Records

Search for a computer or email account by CWID, Username, Name, Display name, Department or click "New Account”

9|Pinlrowski || Search || All | | MNew Account

Disable || Re-Enable || Extend Expiration

DisplayName Username Job Title

Department Office Phone Expiration Date Status

O Piotrowski, Christopher chpiotrowski Full-Time Staff Dean HHD C Disabled

¢ Note you can enter partial information in the search field such as a Last
Name to locate an account.

A. Select Email/Login Accounts.

B. Enter search criteria such as Name, CWID, username (e.g., jsmith), or
Department.

C. Note the account status. If the account is Disabled, extending the expiration will
also re-enable the account.
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3. Place a checkmark next to the account. Then click Extend
Expiration.

Account Management

PEOPLE DIRECTORY | EMAIL/LOGIN ACCOUNTS DISTRIBUTION GROUPS PHONE DIRECTORY

Email/Login Records

Search for a computer or email account by CWID, Username, Name, Display name, Department or click "New Account”

Piotrowski || Search || Al | | MNew Account

Re-Enable
DisplayName Username Job Title Department Office Phone Expiration Date Status

0 Piotrowski, Christopher chpiotrowski Full-Time 5taff Dean HHD Disabled

Disable Extend Expiration

A. Place a checkmark next to the account whose expiration you want to extend.
B. Then click Extend Expiration.

4. Enter the new expiration date for the account.

¢ The expiration date of an email account does not need to be tied to an
employee's last day of work. You can keep the account active for a few days/
weeks/months after an employee has left employment; it will not impact any
Human Resources or Payroll-related processes.
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Extend Expiration Date Computer/Email Account

Email extension requests are subject to the approval mandated by C5U audit requirements.

Please fill cut the information below.

CWID
Display name Piotrowski, Christopher
Username chpiotrowski

* For how long the account should stay active? (max & months |[]9,-'{;4.f2{;2ﬂ | |

What date should | put?

* If the employee is an on-going employee (e.g., fiscal renewal employee), it's
recommended that you pick a date that is six (6) months from now which is the
maximum amount of time you can add.

* If the employee has an end date, it is recommended that you put the day AFTER
their last day to avoid the account being disabled while they are still working. For
example, if their last day is Friday, September 4th, you would want to put their
end date as Saturday, September 5th.

* If you just need to re-enable the user's account in order to submit an IT
Clearance Form, choose a day that is several business days from today to allow
time for the account to be re-enabled and for you to submit the IT Clearance.
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5. Use the drop-down menu to select a reason for the
account extension.

Extend Expiration Date Computer/Email Account

Email extension requests are subject to the approval mandated by C5U audit requirements.

Please fill out the information below.

CWID

Display name Piotrowski, Christopher
Username chpiotrowski

* For how long the account should stay active? (max 6 months) |[]9.-'1}4.“2{#2t] | B

Please Select... h

Please Select...

Contract Renewal or Rehire
Pending Emeritus request
Other

* Reason for account extension

* People Directory position that should stay active

« Contract Renewal or Rehire: the employee is still working in your department
or will still be working in your department, but the update has not yet been
processed by Human Resources.

* Pending Emeritus request: the employee has retired, but a request for emeritus
status is in process. This allows the account to remain active while the emeritus
request is reviewed. Once the emeritus status is granted, the account should
update to add an Emeritus position in the People Directory. Be sure to email
idm@fullerton.edu if an employee has been granted emeritus status and you do
not see the change in Account Management or Outlook.

» Other: there is another reason you want to extend the account.
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5.1. If you choose Other, you will need to enter a justification.

Extend Expiration Date Computer/Email Account

Email extension requests are subject to the approval mandated by CSU audit requirements.

Please fill out the information below.

CWID

Display name Piotrowski, Christopher

Username chpiotrowski

* For how long the account should stay active? (max & months) |09,-'{)4.f202(] i

* Reason for account extension Other hd

¥ Justification |Re—enab|ing account to allow DITC to submit IT Clearance Form

Please note that all justifications must meet CSU audit requirements.

6. Choose the People Directory Position that you want to

extend for the employee. Then click Continue.

¢ Besure to choose a position that is in the correct department!
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Extend Expiration Date Computer/Email Account
Email extension requests are subject to the approval mandated by CSU audit requirements.
Please fill out the information below.
CwID
Display name Piotrowski, Christopher
Username chpiotrowski
* For how leng the account should stay active? (max & months) |0‘3!04I2020 | iz
* Reason for account extension [ Other ~|
* Justification |Re-enabling account to allow DITC to submit IT Clearance Form
* People Directory position that should stay active People Directory o o
—— Position Number Department Percentage Position Status
o @® Full-Time Staff 2424 -001 Dean HHD  100.00 Separated
O Full-Time Staff 242- -000 Dean HHD  0.00 Separated
e

¢ Remember that ASC/Foundation employees and ASI employees do not
typically have position percentages as their employment is not through
campus Human Resources.

A. Choose the position you want to extend.

If there is a position with the Position Status as Active, that is typically the
position you will select.

If the Position Status is Separated, typically you will look for positions with a
number in the Percentage column as those are positions added from CMS Human
Resources.

B. Click Continue.
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7. Review the information and then click Extend Expiration.

Account Management

PECPLE DIRECTORY | EMAIL/LOGIN ACCOUNTS DISTRIBUTION GROUPS PHONE

Extend Expiration Date Computer/Email Account

Please verify information and click "Extend Expiration” button.

CWwID
Display name Piotrowski, Christopher
Username chpiotrowski

New expiration date 09/04/2020
Reason for extension Other
Justification Re-enabling account to allow DITC to submit IT Clearance Form

Extended position Full-Time Staff (242- -0071)

Back ! Extend Expiration ' Cancel
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8. You will get an email confirmation of your request.

Account Management Request REQ115153 - Opened

Helpdesk <helpdesk@fullerton.edu>
To Arthur-Carmichael, Lori

Number: REQ115153
Item: Account Management
Status: Open

RITM120428: Account Management
Details:
Submitted by:
Arthur-Carmichael, Lori

Request Type:
Extend

Account Type:
Full-Time Staff

First Name:
Christopher

Last Name:
Piotrowski

Full Name:
Piotrowski, Christopher

Department:
Dean HHD

CWID:
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9. Once the request has been processed, you will get another
email notification.

Account Management Request REQ115153 - Completed
Helpdesk <helpdesk@fullerton.edu=
To Arthur-Carmichael, Lori

Number: REQ115153
Item: Account Management
Status: Closed Complete

RITM120428: Account Management
Details:
Submitted by:
Arthur-Carmichael, Lari

Request Type:
Extend

Account Type:
Full-Time Staff

First Name:
Christopher

Last Name:
Piotrowski

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777.
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Creating a Titanium Guest Account

This article covers how Department IT Coordinators can request a guest account
for Titanium/Moodle.

1. Log in to Account Management and click on Email/Login
Accounts.

Home

My Approvals | | User Guides

Requests
Account Management
Requests
Mobile Device PEOPLE DIRECTORY | EMAIL/LOGIN ACCOUNTS PHONE DIRECTORY

"/olP Phone Line
People Directory Records

search and select a person or click "New Person”,

CWID ¥ | Search | L

1. Log in to Account Management following the steps in this article.

2. Click on Email/Login Accounts.

IT Service Request Forms // Downloaded: 10-01-2020 // Disclaimer: This document is only valid as of the Page 58

day/time when it is downloaded. Please view the original web document for the current version.


https://csuf.screenstepslive.com/48117/l/436811?data-resolve-url=true&data-manual-id=48117

INFORMATION TECHNOLOGY

2. Click New Account.

Account Management

PECFLE DIRECTORY | EMAIL/LOGIN ACCOUNTS

PHOMNE DIRECTORY

Email/Login Records

CWID v

Search for a computer or email account or click "New Account”

Search || All

I Mew Account I

3. Select Other in the Category drop-down menu.

New Computer/Email Account

* Request For Category:

Please select the account type you are trying to create

Please Select. .. r

State Worker

Emeriti

Please Select. .

CSUF Auxiliary Services
Associated Students, Inc.
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4. Select Titanium Guest from the Type drop-down menu.

* Request For

New Computer/Email Account

Please select the account type you are trying to create

Category:
Other v

Type:

Please Select. . ¥
Please Select...

Administrative Account
Continuing Leaming Experience
Contractor

Guest

Student Club

Titanium Guest

Visiting Scholar

Wolunteer
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5. Enter the guest's information as well as the department
and person sponsoring the account. Then click Continue.

* Resource Type Email Account Computer Login Account (No Email)
* First Name James
Initials o
* Last Name " |Bond
* Display First Name James
* Display Last Name Bond
Pasition Type Titanium Guest
* Prefered username (Maximum 20 -
_ aftijamesbend
characters) —
* Off-Campus Email o james00T@mi6.co.uk
o IT - Training v
* Department
" idm@fullerton.edu
Account expiration date (MM/DD/YYYY) o 07132017 i
Office (Example: SCMH-123E) PLS (Pellak Library South) ¥ |- 237
Work Phone (If no extension assigned, . -
gneds  N=Flesr bt - [rrr
please use department general extension)
* Location | Fullerton Main Campus v

* Requested on behalf of (username) e jsmith

Continue |°. el
A4

Enter the name of the guest. The First Name/Last Name fields can be the same as
the Display First Name/Display Last Name.

Enter the preferred username for this guest. The username must begin with afti-
(e.g. afti-jamesbond).

Enter the guest's off-campus email address. This will allow IT to send the guest an
email with their login information.

Select the department that is sponsoring the guest account.

Choose an expiration date for the account. Accounts must be renewed on an
annual basis.

Enter a location and extension for the guest. The department main office location
and extension are okay.

Select which campus the guest will be associated with. Choose Fullerton if you
are not sure.

Enter the username of the person on campus who is sponsoring this guest.
NOTE: Do not enter the sponsor's name; enter the first part of their email
address which is their username (e.g. jsmith@fullerton.edu = jsmith).

Click Continue.
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6. Review the account information. Then click Submit.

New Computer/Email Account

Please verify information and click "Submit” button.

Account Type Titanium Guest

Computer Login Account Yes

Email Account No

First Name James

Initials

Last Name Bond

Display First Name James

Display Last Name Bond

Prefered username afti-jamesbond
Off-Campus Email james007@mi6.co.uk
Department IT - Training

Account expiration date 07/13/2017

Office PLS-237

Work Phone (657)278-7777

Address 800 N. State College Blvd.
City Fullerton

State Califarnia

Zip 92831-3599

Country United States of America

Requested on behalf of

Back Cancel

7. Your request has been submitted!

New Computer/Email Account

Thank you for submitting account request.
It might take up to 24 hours for the request to get processed.
Once the account is ready, you will be notified by Email.

You will receive an email within a few minutes with your request ID. Another email
will be sent when the request is complete.

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional

assistance.
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If you have already submitted the request, please have the Request ID available.
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Software and Access
Requests
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Requesting Guest Wireless Accounts

This article covers how Department IT Coordinators (DITCs) can request multiple
guest wireless accounts to be used by attendees at a campus event.

1. Click Software and Access.

IT Request Forms
3 Browse the Service

. (":atalog

=" My Active Requests

Reqguest History

Telephone, Cellular and Wiring
Computers and Handhelds
Account Management

i | Software and Access |

&= Other Senvices

e m

2. Click Guest Wireless Account Request.

[tems

[CIFileNet Access
Request FileMet Access
P preview

ClGuest Wireless Account Request

Guestwireless accounts

P preview

IT Clearance

IT Clearance
B preview
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3. Enter the name and location(s) for your event.

b Event name
 ——

Professor For A Day

o Event location(s)

e

SGMH-1108, SGMH-1109, SGMH-1112, SGMH-1113,

SGMH-1117, SGMH-1303, SGMH-2201, SGMH-2205,
SGMH-2207, SGMH-2211, 3GMH-2301, SGMH-2307,
SGMH-2405, & SGMH-2501

1. Enter the name of the event.
2. Enter each location that will be used for the event.

NOTE: The location information is used to assess wireless coverage in your
location(s) so be as descriptive as possible, especially if your location(s) do not have
a building/room location or name. For example, you might write "lawn area in front
of Dan Black Hall" or "Parking Lot E near Nutwood Parking structure."

4. Enter the start and end dates for your event.

Select the date the event begins

01-09-2017 =]

Select the date the event ends

01132017 &

Use the calendar icon to select the date when your event begins and the date when
the event ends.

NOTE: These should be the dates that you want to have wireless accounts available.
If your event lasts for a week, but you only want wireless accounts for three days
during the event, enter the first and last day you want wireless accounts available.

5. Enter the number of guests for your event and select the
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person who will be responsible for the accounts.

Mumber of guests o

e
100
B -
# Requested by
arthur- Q,

Showing 1 through 1 of 1
Arthur-Carmichael, Lori larthur@fullerton.edu. g

1. Enter the number of guests for your event. This should be the number of guest

wireless accounts that you want to request.
2. Enter the name of the person who will be responsible for tracking these guest
wireless accounts. This may be the person running the event or the event leader.

6. Enter the chartfield to be billed for any charges and enter
any comments about the request.

o Please provide a chartfield number or PO # for billing purposes

== | THEFD-10356

o Comments
w— P Maore information

Flease contact Lori Athur-Carmichael at x5792 with any
questions about this request.

1. Enter the chartfield string that should be charged if there are any charges

associated with this request.
2. In the Comments field, enter any additional information you would like IT to

know about your request.

NOTE: CSUF non-state (ASC/Foundations/ ASI) and auxiliary funded events are
charged a $1 per day per users.Terms and conditions may vary.
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7. Click Proceed to Checkout when you are finished.

Guest wireless accounts Order this ltem

Use this form to request multiple guest wireless access for an event you are Froceed to Checkout

hosting on campus. If you require additional access or on site support T
please contactthe [T Help Desk (x7777). Guest wireless access is subjectto ) o4
network availability CSUF non-state (ASC/Foundations! ASI) and auxiliary

funded events are charged a $1 per day per users Terms and conditions may | NoPping Cart
Vary. Empty

Event name

Professor For A Day

8. Click the checkbox to acknowledge you have read the CSU
Responsible Use Policy. Then click OK.

Wireless Authorizatigg consent
arking this check box, | represent that | have read, understood and

agreed to the C5LU Responsible Use Policy.
hitp:/Awww. calstate eduficsuamisections/8000/8105.0 shiml
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9. Check that the Responsible Person is listed in the

Requested For field and then click Checkout.

o

Delete Edit P GuestWireless Account Reguest - Guest
wireless accounts

Feguested I Arthur-Carmichael, Lori
for

Special
instructions

( Shopping Cart Continue Shopping Checkout

Are the contents of your cart correct? Please double checkthe items and remove and edit where appropriate

tem Delivery Time Price (ea.) Quantity Total

Total

Ifthis requestis fr‘o"ne-:une other than yourself please provide detailed information in the fields provided below

1. Check that the Requested For field lists the name of the responsible person for
the wireless accounts. This should be the same person listed in the Requested By
field on the previous screen. This ensures that the person listed will also receive a

copy of this request.
2. Click Checkout.

NOTE: To make a change to your form, click Edit.
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10. You're done!

( Order 5tatus Back to Catalog Continue Shopping Home

Thank you, your request has been submitted

Order Placed: 11-29-2016 02:37:14 PM

Request Mumber] REQ172429] Bookmark reguest

Estimated Delivery Date of Complete Qrder: 11-29-2016

Description Delivery Date Stage Cluantity

Guest wireless accounts 11-29-2016

Your request has successfully been submitted. Make a note of the REQ number; this
is the number to reference when contacting the Help Desk.

You will receive an email notification shortly with a confirmation of your request as
well.

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.

If you have already submitted the request, please have the Request ID available.
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IT Purchase Authorization
Request
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About IT Purchase Authorization Requests

This article contains basic information about the IT Purchase Authorization
Request Form.

What is the IT Purchase Authorization Request Form?

In compliance with California Government Code Section 11135 and Section 508 of
the Rehabilitation Act of 1973, the University must apply accessibility standards to
Electronic and Information Technology (E&IT) products and services that it buys,
creates, uses and maintains.

The electronic IT Purchase request form initiates and documents the review process
of IT products/services to ensure our campus adheres to CSU policy and applicable
laws. The form must be completed by the purchase requester, reviewed for
compliance, and approved by an IT/ATI subject matter expert (SME) prior to
proceeding with the purchase. Consumable products do not require review and may
be processed via customary University protocol.

The duration of the review process will vary based on campus peak periods (start of
a semester, year-end fiscal deadlines, etc.), the product/service type, and timeliness
of suppliers in providing a VPAT and/or resolving contractual provisions, as deemed
necessary by the Information Security Office.

What is the Acknowledgement of Responsibility Form?
When systems, software or processes do not meet requirements of Section 508, the

requester of the product/service must acknowledge such and certify strategies will
be deployed to ensure comparable access for persons with disabilities.

What is the Equally Effective Alternate Access Plan (EEAAP)
Form?

When systems, software or processes do not meet requirements of Section 508, an
alternative access plan must be developed to address the accessibility issue. This
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form is used to describe the alternate access plan. Plan approval from the Division
of IT AVP/VP is required before the procurement can commence.

Where can | find more details about this process and these
forms?

Visit the IT Purchasing website at http://www.fullerton.edu/itpurchasing to learn
more about the IT Purchasing process. You can also find checklists, technology
standards, Subject Matter Expert contact information, and a VPAT repository.

Need More Help?

Contact DL-IT Purchasing for more information on the IT Purchasing process.
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Creating a New IT Purchase Authorization
Request

This article covers how users can create and submit a new IT Purchase
Authorization Request.

For instructions on how to access the IT Service Request Forms, view this article on
logging in.

1. Click on Other Services.

E IT Request Forms
f Browse the Service

L
¢ Catalog

My Active Requests

Request History

Telephone, Cellular and Wiring
Computers and Handhelds
Account Management
Software and Access

\Web Services
Bz Other Services

'_]'Eﬁ Tes [ e & &

Click on Other Services in the IT Request Forms section.
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2. Select IT Purchase Authorization.

Services

Request for IT services to be performed

ltems

o) IT Purchase Authorization

IT Purchase Authorization

W preview

Electronic & Information Technology (E&IT) Purchase
Review

This form must be completed by the purchase requester, reviewed for compliance with CSU

For guidance and resources to assist you with the electronic and information technology
procurement process, please refer to the [T Purchasing Site. Questions should be directed to
dl-itpurchasing@fullerton. edu.

policy, and approved by an IT/ATI subject matter expert prior to proceeding with the purchase.

3. Enter Product/Service Information.

B Product or Service Information

o Supplier name
e’

Reynholm Industries

o Supplier website
e’

www.reynholm.co.uk

o Total cost
e’

‘ 50000

1. Enter the name of the vendor/supplier of the product/service.
2. Enter the website of the vendor/supplier.

IT Service Request Forms // Downloaded: 10-01-2020 // Disclaimer: This document is only valid as of the
day/time when it is downloaded. Please view the original web document for the current version.

Page 75



3. Enter the total cost of the purchase from this vendor.

When entering a Total Cost, do not use any symbols such as a comma or
dollar sign (e.g. $50,000). Periods are okay (e.g. 5000.95).

3.1. Click Add Attachment to attach relevant documentation such as
the vendor quote.

E] Product or Service Information

Supplier name

Reynhaolm Industries

Supplier website

www.reynholm.co.uk

Total cost

50000

Use the attachment button below to upload guote and/or other necessary documentation

Add Attachment

When you are ready to add your attachments (e.g. vendor quote, software license
end user agreement, VPAT, etc), click Add Attachment.

@ Failing to attach required documentation will slow down the processing of
your request so be sure to attach all relevant documentation.

4. Select all categories for the product/service you are
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...........................

purchasing.

E] Select all categories of products or services included as a part of the
proposed purchase

Categories

+*| Hardware (desktops, laptops, monitors,
tablets, desktop printers)

Metworking Gear, Servers

Servers

Server Operating System Software (MS
Windows Server, Red Hat Linux)

Server Application Software (Oracle, MS
SaL)

Metwork Printer / Copier

Audio Visual (projectors, projector screens,
TV)

Digital Camera / Video Camera
[v| Desktop Software

Cloud-based Software or Service (Web
Hosting, Online Services)

IT Consulting / Professional Services

Cther

Place a checkmark next to each category that applies to the product(s)/service(s)
included in your purchase.

It's important to select the correct category (or categories) for a request to
ensure that it is sent to the correct IT approvers and processed properly. If
you are not sure which category to select, contact dl-
itpurchasing@fullerton.edu.
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4.1. Make a note of any pop-up windows that appear.

titans.service-now.com says:
Please upload a copy of the supplier's software license agreement with

terms and conditions. Contracts and Procurement cannot complete their
review until the supplier's software license agreement is uploaded.

When you place a checkmark next to certain categories, you will see a pop-up
window that includes additional requirements/documentation for your request. Be
sure to follow the instructions in order to ensure your request is processed as
quickly as possible.

4.2. If you select Other, you will need to type in an explanation.

Digital Camera / Video Camera

Desktop Software

Cloud-based Software or Service (Web
Hosting, Online Services)

IT Consulting / Professional Services

|  Other

*# Please explain other

If none of the categories apply to your purchase, you may choose Other and then
type an explanation of the product/service you are using.

Remember you can contact dl-itpurchasing@fullerton.edu if you are unsure which
category to pick.
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5. Describe the Usage for the product/service.

5.1. Enter a description of the purpose of the product/service.

(—] Describe Usage

Describe the purpose of the product and/or service, what it does, and how it will be used.

P More Info

These computers and software will be used by the IT Department staff to work on Project lcarus
which will improve the inter-connectivity of the computer system.

Enter the purpose of the product/service: what does it do? how will it be used? Be as
descriptive as possible.

5.2. Select who will use this product/service.

This product will be used by (Please check all that apply)
o One or more students in an academic

" setting
For individual use by one or more
"= |University employees whose accessible
technology accommodations are not applicable to
this procurement at this time
University employees whose accessible
" technology accommodations are unknown

o The general public / Campus wide
e

Place a checkmark to indicate which population will use the product/service.

1. One or more students in an academic setting (e.g. one or more students will
use this product/service in a classroom or lab or instructional setting)

2. For individual use by one or more University employees whose accessible
technology accommodations are not applicable to this procurement at this
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time (e.g. one or more specific employees will be using this product/service and
accessibility needs are either being met or are not needed)

. Unversity employees whose accessible technology accommodations are
unknown (e.g. more than one employee will be using this product/service and
you do not know if these employees require accessiblity accommodations to use
the product/service)

. The general public/Campus wide (e.g. the product/service will be made publicly
available on the campus website or the product/service will be made available to

all students and employees)

6. Enter Hardware Purchase information (if applicable)

6.1. Enter the Hardware/Equipment Type and the Maintenance
Support Plan information.

Hardware Purchases

o Hardware / Equipment type
™

Dell WNB-OptiPlex 7440 All-in-One Computer

o Maintenance support plan description
o ——

Dell Product Support

1. Enter the name of the hardware that you are purchasing (e.g. Apple iPad Pro).
2. Enter the maintenance support plan for the hardware. In other words, who will
fix any issues with this hardware or replace it if it is broken? (e.g. Apple Care

support plan)
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6.2. Enter the quantity of each type of hardware category will be
purchased. Then enter the total cost of the hardware portion of
your request.

Please indicate the quantity to be purchased for each of the applicable items below

PC (personal computer)

30

Laptop

0

Monitor

0

Tablet

0

Printers

0

Hardware total cost

‘ 30000] ‘

Enter the number of each type of hardware that you are purchasing. Then enter the
total cost of the hardware that you are purchasing.

¢ Ifyou are ordering a type of hardware not listed (e.g. audiovisual equipment,
etc), you can leave each of the fields blank and simply enter a Hardware total
cost.
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7. Enter Software Purchase information (if applicable)

7.1. Enter the Software name/type and the Support Plan
information.

\El Software Purchases

Software name or type

o i~ ' - c .
Adobe Captivate 9 software for eleamning

o = Support plan description
j ——y
Adobe Tech Support

1. Enter the name of the software that you are purchasing (e.g. Adobe Captivate 9).
It may also help to expand on the name to describe what type of product it is
(e.g. Adobe Captivate 9: a product for creating elearning content).

2. Enter the support plan for the software. In other words, who will fix any issues
with this software? (e.g. Adobe Tech Support)

7.2. If prompted, select whether your software includes cloud/
hosted services

Does this product include cloud or hosted services?

® Yes
Mo

Cloud or hosted services are those not provided with a physical server.

7.3. If your software includes cloud/hosted services, select the type
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of data that will be used with your product/service.

Click the button below to view data classification definitions
Show Data Classifications

sk This product/service will be used to collect, share, access/transmit, or store (Flease check all that
apply)
Level 1 - Confidential Information

Level 2 - Internal Use Information

Level 3 - General Information

Specify the type of data that will be used with your cloud/hosted product/service.

If you are not sure which data classification applies, click Show Data Classifications
for additional detail.

7.3.1. If you select Level 1 or 2 Data, you will see a notation that the
Information Security Office will follow up with you to collect more
details.

This product/service will be used to collect, share, access/transmit, or store (Please check all that
apply)
(@) Level 1 - Confidential Information

Level 2 - Internal Use Information

Level 3 - General Information

Level 1 and 2 require follow up as additional information is needed in order to fully assess this
product/service. You will be contacted by the University Information Security Office.
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7.3.2. If you select Level 3, place a checkmark to acknowledge that only
Level 3 data will be used.

This product/service will be used to collect, share, access/transmit, or store (Please check all that
apply)
Level 1 - Confidential Information
Level 2 - Internal Use Information

(@) Level 3 - General Information

| have read Level 1, 2 & 3 descriptions and certify to the best of my knowledge this product will
not be used to collect, share, accessftransmit, or store Level 1 or 2 information. | understand
unauthorized use, access, disclosure, modification, loss, or deletion of Level 1 or 2 information
could result in severe damage to the CSLU, its students, employees, or customers. Financial
loss, damage to the CSU's reputation, and legal action could occur.

I acknowledge that only Level 3 data will
be used

8. Fill out the VPAT (Voluntary Product Accessibility Template)
details (if applicable)

Depending on your selections above, the VPAT section will appear if it is required.
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8.1. Read through the instructions/options for the VPAT.

B VPAT (Voluntary Product Accessibility Template)

Based on the intended use indicated, a Voluntary Product Accessibility Template is required.
Once you have the VPAT, please attach it below.

1. Check the VPAT Repository = to see if a VPAT is already on file. If on file, please indicate
the VPAT number below.

2. If no VPAT on file, reach out to the vendor to request one or search the supplier website.

3. If the supplier does not have a VPAT, please forward them the blank VPAT form and ask
them to complete it.

4. If the supplier cannot provide a VPAT, for purchase authorizations used by "The general
public / Campus wide", please select the last radio button below and complete the
Equally Effective Alternate Access Plan (EEAAFP) form. For all other authorizations please
complete the Acknowledgement of Responsibility (AoR) section.

Read through the instructions in the VPAT section to assist in determining the best

option to select.

For example, note that a VPAT Repository is available which has previously
submitted VPATSs available for you to use.

There is also a link to the blank VPAT form which you can forward to the vendor/

supplier to obtain a VPAT.

8.2. Select the VPAT option that applies to your request.

= Select existing VPAT from VPAT Repository or upload VPAT below
VPAT Repository #

| have the VPAT attached
| need to collect the VPAT and will submit it when available

I am unable to find a supplier that meets these standards
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8.2.1. VPAT Repository #

Select existing VPAT from VPAT Repository or upload VPAT below
o VPAT Repository #
| have the WFPAT attached
| need to collect the VPAT and will submit it when available

I am unable to find a supplier that meets these standards

Enter WVFAT Repository Mumber

DEL-1006

If you find a VPAT in the VPAT Repository that matches the exact product/service you
are ordering, enter the VPAT Repository Number.

8.2.2. | have the VPAT attached

Select existing VPAT from VPAT Repository or upload VPAT below
VPAT Repository #

(@) | have the VPAT attached
| need to collect the VPAT and will submit it when available
| am unable to find a supplier that meets these standards

Use the attachment button below.

Use the attachment button below to upload VPAT

Add Attachment

If you select | have the VPAT attached, you can use the Add Attachment button to
attach the VPAT file (PDF is preferred).
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¢ You can use the Add Attachment button at the top or bottom of the IT
Purchase Authorization form to attach documentation, including the VPAT.

8.2.3. | need to collect the VPAT and will submit it when available

Select existing VPAT from VPAT Repository or upload VPAT below
VPAT Repository #

| have the VPAT attached
.::i:} | need to collect the VPAT and will submit it when available

| am unable to find a supplier that meets these standards

You will receive an email requesting that you return to this request form to upload the VPAT
once completed.

If you select | need to collect the VPAT and will submit it when available, you will see
a notation that you will receive an email asking you to return to this form with the
VPAT when it is completed.

Your IT Purchase Authorization request will not move forward in the
approval process until a VPAT is attached to the request.

If you are ultimately unable to obtain a VPAT for your request, please contact
dl-itpurchasing@fullerton.edu.
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8.2.4.1 am unable to find a supplier that meets these standards

Select existing VPAT from VPAT Repository or upload VPAT below
VPAT Repository #
| have the VPAT attached
| need to collect the VPAT and will submit it when available

@ | am unable to find a supplier that meets these standards

If the supplier cannot provide a VPAT, or if an existing VPAT does not meet Section 508
Accessibility Standards, please complete the E&IT Acknowledgement of Responsibility section

below.

If you select | am unable to find a supplier that meets these standards, you will see a
notation that you will need to complete an E&IT Acknowledgement of Responsibility
and the E&IT Acknowledgement of Responsibility section will appear.

8.2.4.1. Select the Responsible Individual and Department Chair/Dean/
VP or Designee.

B E&IT Acknowledgement of Responsibility

Purpose of the E&IT Acknowledgement of Responsibility

In compliance with California Government Code Section 11135 and Section 508 of the
Rehabilitation Act of 1973, the University must apply accessibility standards to Electronic and
Information Technology (E&IT) products and services that it buys, creates, uses and maintains.
When systems, software or processes do not meet requirements of Section 508, the requester of
the product/service must acknowledge such and certify strategies will be deployed to ensure
comparable access for persons with disabilities.

* Responsible Individual
=" P More information

Jo

Moss, Maurice

o # Department Chair'Dean/VP or Designee
e’ , .
P More information

Jo

Reynholm, Douglas
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1. Select the name of the Responsible Individual for this product/service. This is the
person who will actually be using the product/service. Often this is the person
who asked you to purchase the product/service for the department.

2. Select the name of the Department Chair/Dean/VP or Designee that the
responsible person reports to (and/or is responsible for approving this
purchase).

9. Click Proceed to Checkout when you have completed filling
out the form and adding attachments.

IT Purchase Authorization Order this Item
Delivery time 5 Days
Electronic & Information Technology (E&IT) Purchase Review

Add to Cart
This form must be completed by the purchase requester, reviewed for compliance with CSU policy, and approved o

by an IT/IATI subject matter expert prior to proceeding with the purchase. -
Shopping Cart
For guidance and resources to assist you with the electronic and information technology procurement process, Empty

please refer to the IT Purchasing Site. Questions should be directed to dl-itpurchasing@fullerton. edu.

E Product or Service Information
Supplier name

Reynholm Industries

Supplier website

www.reynholm.co.uk

Total cost

50000

After you have completed the form and added all of your required attachments, click
Proceed to Checkout.
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10. Modify the Requested For field to the name of the
Responsible Person and enter any additional comments/

instructions.

< Shopping Cart & Continue Shopping m

Are the contents of your cart correct? Please double check the items and remove and edit where appropriate

Item Delivery Time Price (ea.)  Quantity Total

Delete Edit P IT Purchase Authorization - IT Purchase Authorization 5 Days £50,000.00 - $50,000.00

Total  §50,000.00

If this request is for someone other than yourself please provide detailed information in the fields provided below

o Requested for Moss, Maurice|
N—

Special instructions Please contact Maurice Moss at x0000 with any questions about this purchase.

Continue Shopping m

(-~

1. Select the name of the Responsible Individual for this product/service. This is the
person who will actually be using the product/service. Often this is the person
who asked you to purchase the product/service for the department.

2. Enter any special instructions or additional comments about this purchase that

you would like to include.

¢ The person in the Requested For field will receive a copy of this request after
you submit it.
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11. Click Checkout.

< Shopping Cart

& Continue Shopping m

Are the contents of your cart correct? Please double check the items and remove and edit where appropriate

Item Delivery Time Price ([ea.)  Quantity Total

Delete Edit P IT Purchase Authorization - IT Purchase Authorization

5 Days £50.000.00 - £50.000.00

Total  §50,000.00

If this request is for someone other than yourself please provide detailed information in the fields provided below

Requested for Moss, Maurice|

O

Special instructions

Continue Shopping

Click Checkout when you are ready to submit your order.
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12. The request is submitted! Make a note of the REQ

number.

( Order Status

Thank you, your request has been submitted

Order Placed: 03-15-2017 09:15 AM
Request Number: [REQ62310) <=
Estimated Delivery Date of Complete Order:  03-20-2017

Description Delivery Date

IT Purchase Authorization 03-20-2017

Back to Catalog Continue Shopping

Stage

Back to Catalog Continue Shopping Home

Quantity

1
v/
N
e/
Y
P

Home

You can use the REQ number when contacting the IT Help Desk to follow up on this

request.
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12.1. You will receive an email confirmation of your order within a
few minutes. Make a note of the RITM number.

IT Purchase Authorization - Reynholm Industries opened (RITM65111) - Message (HTML)

Q Tell me what you want te do...

& x E:ﬁ E:\q ﬁ:ﬂ v Frequent Fliers ™ Today ¥ =T % 3% Mark Unread %’ el q
€ 2> QS - > Someday ™ This Week - _I';R - HH Categorize - @ -
;&, Delete = Reply Reply Forward T ™ et Week ¥ Needs Renlhy —| Move __ Assign > Translate Zoom Save to Save to
h All o[ - vee eeds Reply M - B Paolicy ~ [* Follow Up ~ - k- Evernote  Evernote
Delete Respond Quick Steps [F] IMove Tags [P Editing Zoom  Evernote ' Evernote -
T Service Desk <helpdesk@exchange fullerton.edu> 9:16 AM

IT Purchase Authorization - Reynholm Industries opened (RITM65111) “

Action ltems + Get more apps

RITM65111 has been submitted and is with the appropriate Subject Matter Expert (SME) for review. You can track the status of your request at any time by
ogging into the self-service portal or by clicking the link below.

Please note: If vour purchase request requires a VPAT and vou opted to upload 1t at a later time, the request will remain dormant until yvou've uploaded it.
If you have questions or require further assistance, please follow up with the SME by replying to this email.

Click here to view Requested [tem: LINK

Ref-MSG2765729

Make a note of the RITM number. This can also assist you in working with IT Subject
Matter Experts on your request.

Need More Help?

Contact the IT Purchasing Team at dl-itpurchasing@fullerton.edu or call the IT Help
Desk at 657-278-7777.
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Viewing the Status of an IT Purchase

Authorization

This article covers how requesters can view the status of IT Purchase

EIFULLERTON

Authorization requests that they have submitted.

View the status of active requests

If a request has not yet been completed, you can check the status in the My Active

Requests section.

1. To view the status of an active request, click on My Active

Requests.
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EIFULLERTON

1.1. Click on the arrow in the Stage field to expand the status.

=  Requested Items Gpto | Opened v 1 todof3
? All= Request Requested for Client = Arthur-Carmichael. Lori .or. Opened by = Arthur-Carmichael, Lori > Active = true
E:c:"; = Number = Requested for Client = Short description = Opened ¥ = Approva = Stage
~ . IT Purchase Authorization - Reynholm 03-15-2017 0915 = —~
(i) REQB62310 Mass. Maurice Industries AM Requested » =) (L)
= _ IT Purchase Authorization - Cloud 03-13-2017 01:04 —
(i) REQG62258 T R R ted b
i) renneman. Roy Software PM equeste ()

1.2. View the Stage information to determine which IT Subject Matter
Experts are involved with your request.

= Requested ltems Goto Opened v 1| to3o0f 3
? All>Request Requested for Client = Arthur-Carmichael, Lori .or. Opened by = Arthur-Carmichael, Lori = Active = true
E:C:“; = Number = Requested for Client = Short description = Opened ¥ = Approval = Stage
v Waiting for Approval
IT Purchase Authorization - Reynholm 03-15-2017 09:15 (@) SME Review (In progress)
REQG2310 Moss. Maurice . : ’ Requested
Industries AM C&P Review (Completed)
C) Completed (Pending - has not started)
REQ62258 Trenneman. Roy IT Purchase Authorization - Cloud Software g?P;:l13-201; o104 Requested » Cj
Ll
Stage Name Who is Working on This Request?
L]

View the IT Purchasing SME list.
Depending on which category/

SME Review categories that you selected on your
request, those SMEs are involved with
your request.

The Information Security Office Subject
: Matter Expert is involved with your
150 Review request. Contact iso@fullerton.edu to
find out more.

Contracts & Procurement is reviewing
C&P Review your request. Refer to the IT Purchasing
SME list for contact information.
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Stage Name

ATl Review

EIFULLERTON

Who is Working on This Request?

The ATI Office is reviewing your request.
Refer to the [T Purchasing SME list for

contact information.

View the status of completed requests

If a request has been completed, you can check the status in the Request History

section.

1. To view the status of a completed request, click on Request

History.
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2. The Approval field will indicate whether the request was

Approved or Rejected.

= | Requested Items Goto  Request Number

&
]

Authorization
Z:gﬁ = Number v = Requested for Client

(i) REQB227T Barber. Jen

(i) REQB2276 Avenal. Richmond

= Short description

IT Purchase Authorization - Cloud
Services

IT Purchase Authorization - Apple

= Opened

03-13-2017 02:16
PM

03-13-2017 02:14
PM

1| to 14 of 14

= Approval = Stage

Rejected

Approved

3. Click on the REQ number to view the IT Authorization Number
(approved requests) or the rejection reason (rejected requests).

= | Requested Items Gpto  Request Number ‘ 1 | to 14 of 14
<
]
Authorization
Z:cj: = Number ¥ = Requested for Client = Short description = Opened = Approval = Stage
= rcha rization - C -13-2017 02:16
0 REQBI27T Barber Jen IT PLI||ch“|se Authorization - Cloud 03-13-2017 021 Rejected » ij ij ij ij
- Services PM
’l, REQB2276 Avenal. Richmond IT Purchase Authorization - Apple 2?11 20170214 Approved L4
v
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EIFULLERTON

3.1. For approved requests, the IT Authorization number will be at the
top of the page.

4 Requested Item - RITM63176

Authorization Number: IT1617-60492

Manage Attachments (1): §] THIS IS A TEST VPAT.pdf [rename] [view]

Requested for | Avenal, Richmaond allalld
Client
Number | RITMG3176
Stage Completed v
alla

Item IT Purchase Authorization

Be sure to scroll down to view if there are any comments, especially as you may
have been asked to make the purchase with a purchase requisition as opposed to a

p-card.
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3.2. For rejected request, scroll down to view the comments made by IT
as to why it was rejected.

< Requested Item - RITMG5051 Folow  ~ C] [:]
Requested for | Barber, Jen Q || A
Client

Number | RITMB5051
Stage complete v
Item IT Purchase Authorization

Special instructions

Additional
comments

03-13-2017 01:51 PM - Tadesse, Berhanu
Too expensive

03-13-2017 01:46 PM - Montaser, Marc
Test VPAT is accessible.

In this example, although the VPAT was accessible, the purchase was deemed too
expensive.

IT will attempt to be as descriptive as possible when indicating why your request was
rejected.

Need More Help?

For technical assistance, please contact the IT Help Desk at helpdesk@fullerton.edu
or 657-278-7777.

For assistance with the IT Purchasing process, contact the IT Purchasing Team at dl-
itpurchasing@fullerton.edu.
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Submitting an Acknowledgement of
Responsibility

This article covers how to submit an Acknowledgement of Responsibility form if
required as part of an IT Purchase Authorization.

Why would | need an Acknowledgement of Responsibility?

Depending on the selections you made on the IT Purchase Authorization Request
Form, the Voluntary Product Accessibility Template (VPAT) section at the bottom of
the form may become a required field.

If you attached a VPAT that was deemed unacceptable or you indicated you would
submit a VPAT later and were unable to do so (e.g. if the vendor did not fill out the
VPAT) AND your purchase is determined to not be high impact, you need to fill out
an Acknowledgement of Responsibility to meet the VPAT requirement before your IT
Purchase Authorization Request can move forward.

IT Purchase Authorization - Test - VPAT not acceptable (RITM65392) - Message (HTML)

Bl ADOBEPDF O Tell me what you want to do.

fx x l\:(.] [t,\ L!" B2 [ FrequentFliers ™ Today Vo & |5| €3 Mark Unread a’%} £ Q q q
€ > o5 | [P someday 1® This Week - m 15 Categorize - B- LS
8. Delete  Reply Reply Forward S 4 Needs Reoly Move = Assign ! Translate Zoom Saveto  Savet
: Al Bl - et Weel eeds Reply EP*  policy~ > Follow Up~ Is - Eaes Em
eeeeee o Editing om  Evernote 1 Even -

e fullerton edu>
VPAT not acceptable (RITM65392)

The VPAT for this product/service has been assessed by an Accessible Technology subject matter expert and it does not fully meet
requirements of Section 508 of the Rehabilitation Act of 1973. In order to proceed with this purchase. please complete an Acknowledgement
of Responsibility (AoR) form. An authorization number will be issued once the AoR has been approved.

The AoR is a separate online form also located in ServiceNow. Go to IT Request Forms > Other Services. The AoR is located just below the
IT Purchase Authorization form.

My Requests Services
- Y Rog 13

quest for IT sanicas to be performed

T Acknowledgment of Responsibility
Acks

RefMSG2776683
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This image shows the email you would receive if your VPAT was found to be
unacceptable and an Acknowledgement of Responsibility is required.

1. Click on Other Services.

E IT Request Forms
a Browse the Service

=~ Catalog

s My Active Requests

€ Request History

8 Telephone, Cellular and Wiring
& Computers and Handhelds

€ Account Management

L7 Software and Access

b

Bz Other Services

2. Select Acknowledgement of Responsibility.

Services

Request for IT services to be performed

Items

P IT Purchase Authorization
IT Purchase Authaorization

P preview

= Acknowledgment of Responsibility

Acknowledgment of ﬁesponsibilit;-‘

W preview

In compliance with California Government Code Section 11135 and Section 508 of the
Rehabilitation Act of 1973, the University must apply accessibility standards to Electronic and
Information Technology (E&IT) products and services that it buys, creates, uses and maintains.
\When systems, software or processes do not meet requirements of Section 508, the requester
of the product/service must acknowledge such and certify strategies will be deployed to ensure
comparable access for persons with disabilities.
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3. Enter the IT Purchase Authorization RITM number or click
the magnifying glass to look up your requests.

Acknowledgment of Responsibility

In compliance with California Government Code Section 11135 and Section 508 of the Rehabilitation Act of 1973, the
University must apply accessibility standards to Electronic and Information Technology (E&IT) products and services
that it buys, creates, uses and maintains. VWhen systems, software or processes do not meet requirements of

Section 508, the requester of the product/service must acknowledge such and certify strategies will be deployed to
ensure comparable access for persons with disabilities.

= Select the associated IT Purchase Authorization

Ty

.

If you know the RITM number associated with the IT Purchase Authorization, you

may type/paste it in. Otherwise, click on the magnifying glass to view your IT
Purchase Authorizations.

If someone else submitted the IT Purchase Authorization, you will need to
get the RITM number from them. You are unable to see IT Purchase
Authorizations submitted by other users.
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3.1. Click on the RITM that you want to attach the
Acknowledgement of Responsibility to.

I Requested ltems | IT @ Cal State Fullerton - Google Chrome — O X
@ Secure | https://titans.service-now.com/service_desk/sc_req_item_list.do?sysparm_target=10%3A99c94964131f6al0e7fcd(]
= Requested Items Search | for text v | 1| to1of1
Y Al
Q. = Number = Assigned to = Assignment group = Short description
® | RITME5050 | (empty ) IT - Finance IT Purchase Authorization - Cloud Software

3.2. The RITM now appears in the IT Purchase Authorization field.

Acknowledgment of Responsibility

In compliance with California Government Code Section 11135 and Seq
University must apply accessibility standards to Electronic and Informa
that it buys, creates, uses and maintains. When systems, software or
Section 508, the requester of the product/service must acknowledge su
ensure comparable access for persons with disabilities.

Select the associated IT Purchase Authorization

RITMES050 Q @

e
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4. Enter the name of the Responsible Individual or click the
magnifying glass to look up users in your department(s).

E] E&IT Acknowledgement of Responsibility

s Responsible Individual

fo)

s Department Chair/Dean/VP or Designee

o

The Responsible Individual is the person who will be using the IT product/service
that is being requested in the associated IT Purchase Authorization. Often this is the
person who requested that the IT product/service be purchased.

This individual is assuming responsibility for monitoring the use of the IT product/
service and in the event an accessibility issue arises, work with the appropriate office
to ensure alternate accommodations are made for the person(s) with a disability.

4.1. Click on the Responsible Individual.

B Users | IT @ Cal State Fullerton - Google Chrome — O e
@ Secure | https://titans.service-now.com/service_desk/sys_user_list.do?sysparm_target=10%342cb63906132a6e00db51053a6
= Users Goto MName v 1 | to 147 of 147
S Al
O, = Name 4 = First name = Last name = Title = Department = User
Avenal. Richmand Avenal Full-Time IT - Applications
Richmaond Staff Services
° Barber. Jen Barber Management |IT - Administration
Jen
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You should see a list of everyone in your division. If you do not see the name of the

person you want to select, contact the IT Help Desk at 657-278-7777 or
helpdesk@fullerton.edu.

5. Enter the name of the Department Chair/Dean/VP or

Designee or click on the magnifying glass to look up available
managers.

E] E&IT Acknowledgement of Responsibility

Responsible Individual

‘ Barber.Jen|

[

s Department Chair'Dean/VP or Designee

|

fo)

You should see a list of all users in your division who are designated as
Management, Department Chair, Dean, Vice President, or a designee. If you do not

see the name of the person you want to select, contact the IT Help Desk at
657-278-7777 or helpdesk@fullerton.edu.
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6. Click Proceed to Checkout.

Acknowledgment of Responsibility Order this ltem

Delivery time 1 Day
In compliance with California Government Code Section 11135 and Section 508 of the Rehabilitation Act of 1973, the

University must apply accessibility standards to Electronic and Information Technology (E&IT) products and services Proceed to Checkout

that it buys, creates, uses and maintains. When systems, software or processes do not meet requirements of
Section 508, the requester of the product/service must acknowledge such and certify strategies will be deployed to
ensure comparable access for persons with disabilities.

Select the associated IT Purchase Authorization

RITMB5050 o @

E] E&IT Acknowledgement of Responsibility

Responsible Individual

| Barber Jen Q|| @

* Department Chair/Dean/VP or Designee

| Reynholm, Denholm Q
IT Service Request Forms // Downloaded: 10-01-2020 // Disclaimer: This document is only valid as of the Page 106

day/time when it is downloaded. Please view the original web document for the current version.




7. Change the Requested For field if desired and then click
Checkout.

( Shopping Cart & Continue Shopping Checkout

Are the contents of your cart correct? Please double check the items and remove and edit where appropriate

Item Delivery Time Price (ea.) Quantity Total

Delete Edit P Acknowledgment of Responsibility - Acknowledgment of Responsibility 1 Day

Total

If this request is for someone other than yourself please provide detailed information in the fields provided below

Requested for Barber, Jen Q

Special instructions

Continue Shopping m

You may wish to change the Requested For field to the Responsible Individual for
the IT Purchase Authorization.

Click Checkout when you are ready to submit the Acknowledgement of
Responsibility.
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8. The Acknowledgement of Responsibility is submitted!
Make a note of the REQ number.

€ | Order Status Back to Catalog Continue Shopping Home

Thank you, your request has been submitted

Order Placed: 03-22-2017 09:27 AM

Request Number: [REQ62518) vr
Estimated Delivery Date of Complete Order:  03-22-2017

Description Delivery Date Stage Quantity

Acknowledgment of Responsibility 03-22-2017

» o W Y
AN NS

You can use the REQ number when contacting the IT Help Desk to follow up on this
request.

You may not receive a confirmation email after you submit this request if
you are not the Responsible Individual or Manager/Department Chair/Dean/
VP/Designee involved in this request.

Need More Help?

Contact the IT Purchasing Team at dl-itpurchasing@fullerton.edu or call the IT Help
Desk at 657-278-7777.
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Approving an Acknowledgement of
Responsibility

This article covers how to approve an Acknowledgment of Responsibility Form as
part of the IT Purchase Authorization Request process.

You will receive an email notification when you have an Acknowledgement of
Responsibility that requires your approval.

| have the approval email

1. Open the email. Read it carefully! Then click on the Approval
Request link at the bottom of the email.

Requested ltem RITM65336 Approval Request - Message (HTML)

Pl ADOBEPDF  Q Tell me what you want to de...

~ N o om = Q
& x & fl‘:(l = F‘: Frequent Fliers > Today ¥ & °
. oot RL(" oty Foreond B I Someday 1> This Week -1 T B
- Delete  Reply Reply Forwar 3 o ranslate
L] i Bi- | P> Nextweek Needs Reply [N
Delete Respond Quick Steps 5 Move Editing -
T Service Desk <helpdesk@exchange fullerton.edu> 9:34 AM
Requested Item RITM65336 Approval Request “
Action ltems + Get more apps

Request ¥RITM65050 has been submitted that does not meet compliance requirements of Section 508 of the Rehabilitation Act of 1973, When systems,
software, o processes do not se standards, the individual or depariment supporting a non-508 compliant resource is tasked with monitoring its use, and.
in the event an accessibility re initiated, develop a plan to deploy equally effective alt idual(s) with a disability.

If you wish to proceed with procuring this product/s
respective Department Chair/Dean/VP or authos

e, click the link below to provide y
ement designee for final appt

msent. Upon your consent, notification will be sent to your

If you do not want to proceed with procuring this product/service, click the link below and decline. Declining will cancel the request and email notification will
be sent to the requester.

Please file this email so the following contact information is readily available should you need assistance down the road.

Disabled Support Services Human Resources
ible Technology Initiative ise IT

(Student dati (Employee

Mare Montaser Alyssa Adamson
Tom Thompson Alisha Brown

edu s
du dh

%8494 x5739
%3779 x2824
Summary:

Select the associated IT Purchase Authorization = RITM65050
Responsible Individual =Barber, Jea

Department Chair/Dean/VP o Desigace = Reynholm, Deaolm
User = Moss, Maurice

User Division = 5082¢199802c604010922d£681355ad

To approve or reject this request click the link below.

Click here to vie Approval Request

Be sure that you read through this email carefully to understand what you are
agreeing to when you approve this request.
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2. You may be asked to log in. Enter your campus username and
password. Then click Login.

User name

|barber

Password

If you are not currently logged in to Service-Now or the IT Service Desk, you will be
asked to log in.

3. Click either Approve or Reject at the top right.

Approval - RITME5336 Save

Ll

Approver | Barber, Jen O] Approving | Requested ltem: RITMB5336 6]
State Requested v
Comments

Summary of ltem being approved:

Description Price Quantity Total

0 ¥ Acknowledgment of Responsibility 50.00 1 50.00

Click either the Approve button or the Reject button at the top right of the
approval.
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3.1. If you choose to reject the Acknowledgement of Responsibility, you
must enter a comment in the Comments field.

Approval - RITM65338 [ ] [ ] [ ] [ ]

Comments are required when rejecting an approval

Invalid update

Approver Barber, Jen @ Approving Requested Item: RITMB5338 @
State Requested ¥

Comments Rejecting this request as we have found an accessible product with an acceptable VPAT.

Summary of Item being approved:
Description Price Quantity Total

L ¥ Acknowledgment of Responsibility $0.00 1 $0.00

Use the Comments field to indicate why you are rejecting this form; this comment
will be sent to the person who submitted the Acknowledgement of Responsibility.

4. You will be taken back to your My Approvals page and the
Acknowledgment of Responsibility will show either as Approved or
Rejected.

= | Approvals Goto | State v 1| to3of 3
? All= Approver = Barber, Jen

Z‘gﬁ Q, = State = Approval for = Short description = Comments = Created
=~ . - Acknowledgment of Responsibility Rejecting this request as we have found an 03-22-2017 09:44
(i) Rejected RITMBE5338 :
L Sen : accessible product with an acceptable. .. AM
. W ibility -22-2017 09:
’ii.«: Approved RITME5336 Acknowledgment of Responsibility i?r:122 2017 09:32

- v
~ i Acknowledgment of Responsibility 03-13-2017 01:10
(i) Approved RITMBE5053 :
L fprove : - Reynholm Industries PM
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You're done! You can view or approve/reject other requests that are showing in your

My Approvals if you wish.

| can't find the approval email or | want to view all of my approval

requests

If you can't find the approval email or you would like to view all of your approval

requests, you can use the My Approvals feature.

1. Open your browser to the IT Service Desk at https://titans.service-

now.com/service_desk.

Mew Tab b 4

C | 1 https://titans.service-now.com/service_d

ack
%

wll i

Open your browser to https://titans.service-now.com/service_desk.

2. Enter your campus username and password. Then click Login.

User name
|barber
Password
FEERBEEREREREEREE ‘
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& FULLERTON

...........................

CALIFORNIA STATE UNIVERSITY

| FULLERTON

Home | My Approvals | User Guides

Get Help
Cluestions and Answer
Tracking

4. Click on the item you want to approve/reject.

=  Approvals Goto | State v || | 1| to3of3
? All = Approver = Barber, Jen
@ Q, = State = Approval for = Short description = Comments = Created
@ Reguested RITME5338 Acknowledgment of Responsibility - 03-22-2017 09:44 AM
@ Approved RITMES336 Acknowledgment of Responsibility - 03-22-2017 09:32 AM
- Acknowledgment of Responsibility - .
@ Approved RITME5053 Reynholm Industries 03-13-2017 01:10 PM

A list of the forms that require your approval appears (you may see forms other
than the Acknowledgement of Responsibility here). Click on the one you want to
approve/reject.
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5. Click either Approve or Reject at the top right.

Approval - RITM65338 m

Approver | Barber, Jen @ Approving Requested Item: RITMB5338 @

State Requested v

Comments

Summary of ltem being approved:

Description Price Quantity Total

ﬁ‘@, ¥ Acknowledgment of Responsibility $0.00 1 50.00

Click either the Approve button or the Reject button at the top right of the
approval.

5.1. If you choose to reject the Acknowledgement of Responsibility, you
must enter a comment in the Comments field.

Approval - RITM65338 m

Comments are required when rejecting an approval

Invalid update

Approving Requested Item: RITM65338 @

=

Approver Barber, Jen

State Requested v

Comments Rejecting this request as we have found an accessible product with an acceptable VPAT.

Summary of ltem being approved:

Description Price Quantity Total
i) ¥ Acknowledgment of Responsibility 50.00 1 50.00
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Use the Comments field to indicate why you are rejecting this form. This comment
will be sent to the person who submitted the Acknowledgement of Responsibility

form.

6. You will be taken back to your My Approvals page and the

Acknowledgment of Responsibility will show either as Approved or

Rejected.
= | Approvals Goto | State to 3 of 3
? All = Approver = Barber, Jen
z:cf; Q, = State = Approval for = Short description = Comments = Created

~

Rejected RITMB5338
Approved RITMB5336
Approved RITMGB5053

Acknowledgment of Responsibility

Acknowledgment of Responsibility

Acknowledgment of Responsibility
- Reynholm Industries

Rejecting this request as we have found an
accessible product with an acceptable. ..

03-22-2017 0944
AM

03-22-2017 09:32
AM

03-13-2017 01:10
PM

You're done! You can view or approve/reject other requests that are showing in your
My Approvals if you wish.

Need More Help?

Contact the IT Purchasing Team at dl-itpurchasing@fullerton.edu or call the IT Help
Desk at 657-278-7777.
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Submitting an Equally Effective Alternate
Access Plan (EEAAP)

This article covers how to submit an Equally Effective Alternate Access Plan
(EEAAP) Form if required as part of an IT Purchase Authorization.

Why would | need an Equally Effective Alternate Access Plan
(EEAAP)?

Depending on the selections you made on the IT Purchase Authorization Request
Form, the Voluntary Product Accessibility Template (VPAT) section at the bottom of
the form may become a required field.

If you attached a VPAT that was deemed unacceptable or you indicated you would
submit a VPAT later and were unable to do so (e.g. if the vendor did not fill out the
VPAT) AND your purchase is determined to be high impact, you need to fill out an
Equally Effective Alternate Access Plan (EEAAP) to meet the VPAT requirement before
your IT Purchase Authorization Request can move forward.
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Service Desk <helpdesk@exchange fullerton.edu>

IT Purchase Authorization - Apple - submit EEAAP (RITM65594)

Action ltems

Wed 4:43 PM
A

+ Get more apps

The VPAT for this product/service has been assessed by an Accessible Technology subject matter expert and 1t does not fully meet requirements of Section
508 of the Rehabilitation Act of 1973. Because this product/service will be used by the general public or campus wide. an alternate access plan must be
developed to address the accessibility issue. In order to proceed. please complete an Equally Effective Alternate Access Plan (EEAAP) form_ An authorization

mumber will be issued once the EEAAP has been approved by the Division of IT AVP/VP.

The EEAAP is a separate online form also located in ServiceNow. Go to IT Request Forms > Other Services. The EEAAP is located just below the IT

Purchase Authonization and AoR. forms.

My Requests @ IT Purchase Authorization
X IT Purchase Authorization
¥ oreview

Electronic & Information Technology (E&IT) Purchase Review

‘This foem must ba completad by the pufchass fequaster, reviewsd for compliancs wih CSU policy, nd approved by an TIAT] Subect Fatiar Sxpart PO 10 pOCeeding wilh he purchase.

For guidance and resouroes 10 BSsist you with the electronic and information technology Procurement process, piease refe 1o the IT Purchasing Site. Questions should be drected 1o d

ClAcknowledgment of Responsibility
Achnowledgment of Responsibiity
W preview
In compliance with Calfomia Government Code Section 11135 and Section 508 of the Rehabilitation Act of 1973, the University must apply sccessibility standards fo Electronic and Information Technology (ELIT)
products and senvices that it buys, creates, uses and maintains. \When systems, saftware or procssses. do not mest requirements of Section 504, the requester of the product/senvice must acknowiedge such and
ooty sirategies wil be depioyed (0 ensure comparabie access for porsons with Gsabites.

rehase TIEqually Effective Alternate Access Plan (EEAAP)
Equaily Efiective Altsmats Access Plan [EEAAP)
W preview

Puurpase of the Equaly ESective Alternate Access Fian

In compiiance with Callomia Govemment Code Saction 11135 and Section 508 of the Rehabiitation Act of 1973, the Uinivarsity must apply accessibiity standands 1o Electronic and Information Technaiogy (EIT)
products and services that 1 buys. creates, wses and maintains, When systems. software or processes do ol meet requirements of Section 508, an alleraive acoess plan must be developed to address the
nccessibilty s, This form 5 used & describs e altemals access plan, Plan approval from the Divsion of IT AVEIVE is required before tho procurement can commence.

This image shows the email you would receive if your VPAT was found to be

unacceptable and an EEAAP is required.

1. Click on Other Services.

IT Request Forms
Browse the Service
Catalog

Request History

Telephone, Cellular and Wiring
Computers and Handhelds
Account Management

i Software and Access

Web Services

# Other Services

& Ses [l m G
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2. Select Equally Effective Alternate Access Plan (EEAAP).

Services

Request for [T services to be performed
Items

~# |T Purchase Authorization
IT Purchase Authorization

P preview

= Acknowledgment of Responsibility
Acknowledgment of Responsibility

P preview

E Equally Effective Alternate Access Plan (EEAAP)
Equally Effective Alternate Access Plan (EEAAP)

¥ preview

Purpose of the Equally Effective Alternate Access Plan

In compliance with California Government Code Section 11135 and Section 508 of the Rehabilitation Act of 1973, the University must apply
accessibility standards to Electronic and Information Technology (E&IT) products and semvices that it buys, creates, uses and maintains. When
systems, software or processes do not meet requirements of Section 508, an alternative access plan must be developed to address the
accessibility issue. This form is used to describe the alternate access plan. Plan approval from the Division of [T AVP/AVP is required before the
procurement can commence.

Instructions

1. The requesting department is responsible for completing sections 1 through 3 below.
2. Once completed, the form is routed to the Department Chair/Dean/\VVP or Management Designee for department approval. v
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3. Enter the IT Purchase Authorization RITM number or click
the magnifying glass to look up your requests.

Equally Effective Alternate Access Plan (EEAAP)

Purpose of the Equally Effective Alternate Access Plan

In compliance with California Government Code Section 11135 and Section 508 of the Rehabilitation Act of 1973,
the University must apply accessibility standards to Electronic and Information Technology (E&IT) products and
services that it buys, creates, uses and maintains. When systems, software or processes do not meet
requirements of Section 508, an alternative access plan must be developed to address the accessibility issue.
This form is used to describe the alternate access plan. Plan approval from the Division of IT AVP/VP is required
before the procurement can commence.

Instructions

1. The requesting department is responsible for completing sections 1 through 3 below.

2. Once completed, the form is routed to the Department Chair/Dean/VVP or Management Designee for
department approval.

3. The Accessible Technology Procurement committee will meet with the department to review the plan, and
upon approval by the Division of IT/AVP, an authorization number will be issued and emailed to the
requesting department. Once the authorization number is received, procurement can commence.

* Select the associated IT Purchase Authorization

i~
Ly

If you know the RITM number associated with the IT Purchase Authorization, you
may type/paste it in. Otherwise, click on the magnifying glass to view your IT
Purchase Authorizations.

If someone else submitted the IT Purchase Authorization, you will need to
get the RITM number from them. You are unable to see IT Purchase
Authorizations submitted by other users.
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3.1. Click on the RITM that you want to attach the
Acknowledgement of Responsibility to.

B Requested ltems | IT @ Cal State Fullerton - Google Chrome — O >
@ Secure | https://titans.service-now.com/service_desk/sc_req_item_list.do?sysparm_target=10%3A26a4c0f213513200e7fcd05
=  Requested ltems Search fortext hd | 1| to 2 of 2
5 Al
O, = Number = Assigned to = Assignment group = Short description
@ | RITMB5594 (empty) IT - Finance IT Purchase Authorization - Apple
@ RITMB5050 (empty) IT - Finance IT Purchase Authorization - Cloud Software
3.2. The RITM now appears in the IT Purchase Authorization field.
Select the associated IT Purchase Authorization
RITMES594 Q, g
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4. Enter the Product name, description, and purpose.

E] Description of the Affected System, Software, Process, or Other E&IT
Purchase

o Product name
"

Apple iPad Pro

o Product description

e
Apple tablet

o Product purpose
e

To be given to every student on campus to access their textbooks

Enter the name of the product/service you want to purchase.

Enter a description of the product/service (e.g. what is it? what does it do?)
Enter the purpose of the product/service (e.g. how will it be used? what will it be
used for?).

W=

5. Enter a description of the issue, the persons/groups
affected by the issue, and the Responsible Person(s).

¢ Click the More information drop-down arrow for additional help with filling
out each field.
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B How will "Equally Effective Alternate Access" be provided?

Description of the issue
=

¥ More information
Describe specifically what part of the system. software, or process is a known accessibility issue
and is not accessible per Section 508 and the CSU ATI standards. The ATl Specialist provided you
with this information when netifying you that the preduct/service VPAT was not acceptable. Further
information on Section 508 and AT standards can be found at CSU Accessible Electronic and
Infermation Technology (EIT) Procurement .

Persons or groups affected

©

¥ More information

List the person(s) or groups who may/will be affected by this issue, including the total number of
affected persons. Groups may be specific (e.g., IT employees. Engineering students. etc.) or general
(e.g.. general public. visitors, students only, CSU employees, etc.).

All students on campus

Responsible person(s)

=" W More information

List the name(s) and titles of the campus employee(s) who will be responsible for providing equally

effective alternate access for the specified known accessibility issue.

Jen Barber

1. Enter a description of the accessibility issue that was identified by the ATI Subject
Matter Expert. This information should have been provided to you via email as
part of the IT Purchase Authorization request.

2. Enter the persons/groups who are affected by the accessibility issue. This may be
all of the groups/people who are intended to use the product/service.

3. Enter the Responsible Person(s). The Responsible Person is the person who will
be using the IT product/service that is being requested in the associated IT
Purchase Authorization. Often this is the person who requested that the IT

product/service be purchased.

6. Describe how EEAA will be provided, the resources
required to provide it, repair information from the vendor,
and a timeline for implementation.

¢ If you are unsure about what to put in these fields, you can enter something
like "I need assistance from IT."
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o Describe how EEAA will be provided
=" ¥ More information

Describe in detail how the responsible department(s)/person(s) equally effective alternate access will
be communicated and what will be provided. For example, "To access room availabilities, visitors can
go to a different web page that contains the same information.”

How will you ensure that equally effective alternate access for the user(s) who are affected?

EEAA resources required

(~]

¥ More information

List any resources required (including training, equipment, additional staff, etc_) to provide equally
effective altemate access for the known issue.

What resources do you need to implement this plan? Training? Hardware? Accessories? Other?

®

Repair information

¥ More information

Contact the supplier and include the following informaticn in this section: a. Provide a brief description
or any relevant information regarding repair of the issue by the supplier or Third Party Service
Provider, as well as the completion date.

Will the vendor be able to fix this issue? If so. enter the details of that repair including the estimated
time to completion

> Timeline for unforeseen events

©

¥ More information

A timeline to plan create, implement, and follow up on plans for accommodation for access
concems/issues that are beyond campus policy and/or outside of the realm of the questions above

This is the timeline to execute this plan and/or the timeline to address a specific accessibility
request when it is initiated

1. Describe the Equally Effective Alternate Access (EEAA) that will be provided to
address the accessiblity issues. Be as specific as possible.

2. Enter the resources that are necessary to implement the EEAA. This might be
additional hardware or accessories or an investment of time from your campus
tech or other staff. An example might be hiring an additional staff person to
transcribe audio.

3. Enter the vendor's plan for repairing the accessibility issue. If the vendor has a
plan to fix the issue, enter their plan and estimated completion date. If there is
no plan to fix the issue, enter "Vendor has no plans to address this issue" or
similar.

4. Enter the timeline to address unforeseen events. This is the timeline to execute
this EEAA plan and/or the timeline to address a specific accessibility request
when it is initiated.
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7. Enter the name of the Department Chair/Dean/VP or
Designee or click on the magnifying glass to look up available
managers.

= Department Chair'Dean/VP or Management Designee

P
"~

You should see a list of all users in your division who are designated as
Management, Department Chair, Dean, Vice President, or a designee. If you do not
see the name of the person you want to select, contact the IT Help Desk at
657-278-7777 or helpdesk@fullerton.edu.

8. Click Proceed to Checkout.

Equally Effective Alternate Access Plan (EEAAP) Order this ltem
quantity 1 v
Delivery time 1 Day

Purpose of the Equally Effective Alternate Access Plan

In compliance with California Government Code Section 11135 and Section 508 of the Rehabilitation Act of 1973, eedio out

the University must apply accessibility standards to Electronic and Information Technology (E&IT) products and Add to Cart
services that it buys, creates, uses and maintains. When systems, software or processes do not mest
requirements of Section 508, an alternative access plan must be developed to address the accessibility issue.
This form is used to describe the alternate access plan. Plan approval from the Division of IT AVP/AP is required
before the procurement can commence. Empty

Shopping Cart

Instructions

1. The requesting department is responsible for completing sections 1 through 3 below.

2. Once completed, the form is routed to the Department Chair/Dean/VP or Management Designee for
department approval.

3. The Accessible Technology Procurement committee will meet with the department to review the plan, and
upon approval by the Division of IT/AVP, an authorization number will be issued and emailed to the
requesting department. Once the authorization number is received, procurement can commence.

Select the associated IT Purchase Authorization

~, —

RITMEB5594 Q| @

9. Change the Requested For field if desired and then click
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Checkout.
< Shopping Cart & Continue Shopping m

Are the contents of your cart correct? Please double check the items and remove and edit where appropriate

Item Delivery Time Price (ea.) Quantity Total

Delete Edit P Equally Effective Alternate Access Plan (EEAAP) - Equally Effective Alternate 1 Day 1
Access Plan (EEAAP)

Total
If this request is for someone other than yourself please provide detailed information in the fields provided below
Requested for Barber.Jen| Q| ®
Special instructions
Continue Shopping Checkout

You may wish to change the Requested For field to the Responsible Person for the IT
Purchase Authorization.

Click Checkout when you are ready to submit the EEAAP.
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10. The EEAAP is submitted! Make a note of the REQ number.

< Order Status Back to Catalog Continue Shopping Home

Thank you, your request has been submitted

Order Placed: 03-30-2017 09:28 AM

Request Number: [ REQ62769]) 1

Estimated Delivery Date of Complete Order:  03-30-2017

Description Delivery Date Stage Quantity

Equally Effective Alternate Access Plan (EEAAP) 03-30-2017 - 1

Yy
P
"
p—

You can use the REQ number when contacting the IT Help Desk to follow up on this
request.

You may not receive a confirmation email after you submit this request if
you are not the Manager/Department Chair/Dean/VP/Designee involved in
this request.

Need More Help?

Contact the IT Purchasing Team at dl-itpurchasing@fullerton.edu or call the IT Help
Desk at 657-278-7777.
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Approving an Equally Effective Alternate
Access Plan (EEAAP)

This article covers how to approve an Equally Effective Alternate Access Plan
(EEAAP) Form as part of the IT Purchase Authorization Request process.

You will receive an email notification when you have an Equally Effective Alternate
Access Plan (EEAAP) that requires your approval.

| have the approval email

1. Open the email. Read it carefully! Then click on the Approval
Request link in the middle of the email.

Service Desk <helpdesk@exchange fullerton.edu>

Requested ltem RITM65594 Approval Request

Action Items + Getmore sl

Request #RITM65594 has been submitted that docs not meet compliance requirements of Section 508 of the Rehabilitation Act of
1973. Since this product/service will be used by the gencral public or campus wide, an equally cffective alternate access plan (EEAAP) nust
be developed to address the accsssibility issue.

The purchase requester has submitted a draft plan for your review and approval. Upon your consent, the campus AT Specialist will contact
the purchase requester and schedule a mecting to go over the plan details. In addition to you and the purchase requester, mesting participants
will include staff from Disabled Support Services and/or Human Resources, and the Division of IT.

Once the plan is deemed sufficicnt and approved by the Division of IT AVP, the EEAAP will be approved and an authorization number will
be issucd.

Equally Effective Alternate Access Plan (EEAAP)
Details:
Product name: Apple iPad Pro
Product description: Apple tablet
Product purpose: To be given to every student on campus to access their textbooks
Description of the issue: This is the accessibility issue that was reported to you by the ATI Subject Matter Expert
Persons or groups affected: All students on campus
Responsible person(s): Jen Barber
Describe how EEAA will be provided: How will you ensure that equally effective alternate access for the user(s) who are affected?
EEAA resources required: What resources do you need to implement this plan? Training? Hardware? Accessories? Other?
Repair information: Will the vendor be able ta fix this issue? If so, enter the details of that repair including the estimated time to completion.
Timeline for unforescen events: This is the timeline to execute this plan and/or the timeline to address a specific accessibility request when it is initiated.
Department Chair/Dean/VP or Management Designee

To approve or reject this request click the link below.

Click here to view[Approval Request

If you have questions or require further assistance, please send an email to DL-itpurchasing@fullerton.edu. For tracking purposes, please reference the RITM
‘umber in the subject line of the email.

For reference, the University contacts for guidance on accessibility matters are as follows.

Disabled Support Services  Human Resources
Accessible Technology Initiative ~ Enterprise IT Purchasing

(Student (Employee

Marc Montaser Alyssa Adamson
Tom Thompson Alisha Brown

du du
du du

x8494 x5739
x3779 x2824
RefMSG2783905

Be sure that you read through this email carefully to understand what you are
agreeing to when you approve this request.
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2. You may be asked to log in. Enter your campus username and
password. Then click Login.

User name

|barber

Password

If you are not currently logged in to Service-Now or the IT Service Desk, you will be
asked to log in.

3. Click either Approve or Reject at the top right.

Approval - RITME5603 Save

Ll

Approver | Barber, Jen @ Approving | Requested ltem: RITMB5603 @
State Requested v
Comments

Summary of ltem being approved:

Description Price Quantity Total

i) ¥ Equally Effective Alternate Access Plan (EEAAP) $0.00 1 50.00

Click either the Approve button or the Reject button at the top right of the
approval.
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3.1. If you choose to reject the EEAAP, you must enter a comment in the

Comments field.

Approval - RITM65603 [

Comments are required when rejecting an approval

Invalid update

Approver | Barber, Jen 6] Approving | Reguested ltem: RITMB5603

State Requested v

Comments Rejecting this request as we have found an accessible product with an acceptable VPAT.

Summary of ltem being approved

Description Price Quantity

T ¥ Equally Effective Alternate Access Plan (EEAAP) 50.00 1

Total

50.00

Use the Comments field to indicate why you are rejecting this form; this comment

will be sent to the person who submitted the EEAAP.

4. You will be taken back to your My Approvals page and the EEAAP

will show either as Approved or Rejected.

= | Approvals Goto | State v 1| to3of3

? All= Approver = Barber, Jen

‘:Qﬁ Q, = State = Approval for = Short description = Comments = Created
™ . - Acknowledgment of Responsibility Rejecting this request as we have found an 03-22-2017 09:44
(i) Rejected RITMBE5338 :
L RelsceC E— - accessible product with an acceptable. .. AM
e Approved RITMB5336 Acknowledgment of Responsibility 03-22-2017 09:32
WL i AM
— o Equally Effective Alternate Access Plan 03-13-2017 01:10
) Approved RITME5603 (EEAAP) - Apple iPad Pro BM

-_—
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You're done! You can view or approve/reject other requests that are showing in your

My Approvals if you wish.

| can't find the approval email or | want to view all of my approval

requests

If you can't find the approval email or you would like to view all of your approval

requests, you can use the My Approvals feature.

1. Open your browser to the IT Service Desk.

Mew Tab

Cc

*

D ittps://titans.service-now.com,/service_des

Open your browser to the IT

Service Desk.

2. Enter your campus username and password. Then click Login.

User name

Jbarber

Password
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CALIFORNIA STATE UNIVERSITY
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Home | My Approvals | User Guides

Get Help
Cluestions and Answer
Tracking

4. Click on the item you want to approve/reject.

=  Approvals Goto | State v || | 1 to3of3
? All= Approver = Barber, Jen
@ Q, = State = Approval for = Short description = Comments = Created
@ Reguested RITMES338 Acknowledgment of Responsibility - 03-22-2017 09:44 AM
@ Approved RITMB5336 Acknowledgment of Responsibility - 03-22-2017 09:32 AM
- Equally Effective Alternate Access Plan .
@ Requested RITMB5603 (EEAAP) - Apple iPad Pro 03-13-2017 01:10 PM

A list of the forms that require your approval appears (you may see forms other
than the EEAAP here). Click on the one you want to approve/reject.
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5. Click either Approve or Reject at the top right.

Approval - RITME5603 Update || Save | Reject

Ll

Approver | Barber, Jen ® Approving | Requested ltem: RITM65603 )]
State Requested v
Comments

Summary of ltem being approved:

Description Price Quantity Total
i) ¥ Equally Effective Alternate Access Plan (EEAAP) 50.00 1 50.00

Click either the Approve button or the Reject button at the top right of the
approval.

5.1. If you choose to reject the EEAAP, you must enter a comment in the
Comments field.

Approval - RITME5603 m

Comments are required when rejecting an approval

Invalid update

Approver | Barber, Jen 6] Approving | Reguested ltem: RITMB5603 @

State Requested v

Comments Rejecting this request as we have found an accessible product with an acceptable VPAT.

Summary of ltem being approved:

Description Price Quantity Total

T ¥ Equally Effective Alternate Access Plan (EEAAP) 50.00 1 50.00

Use the Comments field to indicate why you are rejecting this form; this comment
will be sent to the person who submitted the EEAAP.
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6. You will be taken back to your My Approvals page and the EEAAP
will show either as Approved or Rejected.

= Approvals Goto State v 1| to3of 3
? All > Approver = Barber, Jen
Z:QE O, = State = Approval for = Short description = Comments = Created

= . - Acknowledgment of Responsibility  Rejecting this request as we have found an 03-22-2017 09:44
(i) Rejected RITMB5338 :
L HECs - - accessible product with an acceptable. .. AM
e Approved RITME5336 Acknowledgment of Responsibility 03-22-2017 09:32
‘” - AM
e . Equally Effective Alternate Access Plan 03-13-2017 01:10
(i) Approved RITME5603 (EEAAP) - Apple iPad Pro PM

You're done! You can view or approve/reject other requests that are showing in your
My Approvals if you wish.

Need More Help?

Contact the IT Purchasing Team at dl-itpurchasing@fullerton.edu or call the IT Help
Desk at 657-278-7777.
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Other Services Requests
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Campus DL Access Request

This article covers how Department IT Coordinators can submit a Campus DL
Access Request to allow an administrative account and specific users of that

administrative account access to send emails to the Campus Distribution Lists.

The Campus Distribution Lists are:

« DL-Campus Employees
« DL-All-Faculty

« DL-AIll-Staff

* DL-Full-Time Faculty

* DL-Part-Time Faculty

* DL-Full-Time Staff

« DL-Part-Time Staff

« DL-Management

1. Select Other Services

E IT Request Forms
L | Browse the Service
. Catalog

a—j My Active Requests

&) Request History

8@ Telephone, Cellular and Wiring
& Computers and Handhelds

& Account Management

EZ Software and Access

& \Web Seryice

Other Services
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2. Select Campus DL Access Request.

Services

Request for IT services to be performed
44 4 1 to100f 11 p pp

Items

%7 |T Purchase Authorization
IT Purchase Authorization

p preview

= Acknowledgment of Responsibility
Acknowledgment of Responsibility

P preview

=Campus DL Access Request )

Campus Distribution List Access, Renewal, or Modification Request

W preview

This form is used to request access to send to a campus-wide distribution list. Approval is
granted on an annual basis; you must re-apply each year for approval.

To expedite the request process, users are encouraged to attend training prior to, or at the time
of, submitting this access request form. To enroll for training, please go to [Campus DL Online
Training Coming Secon] in the Employee Training Center, log in with your username/password (if
prompted), and select your session.

= Administrative Account

P
L
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3. Type the name of the administrative account that will be
sending emails to the campus DLs or click the magnifying
glass icon to look up available accounts.
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3.1. Select the administrative account.

B Users | IT @ Cal State Fullerton - Google Chrome — O X

8 Secure | htips://titans.service-now.com/service_desk/sys_user_list.do?sysparm_target=10%3A1ffbf000130e3640db51b53a..
= \Users Goto MName v || 58  to 67 of 67

= Name & = First name = Last name = Title = D¢

T TTEg s riStE T AUNMTSTEOVE (L= 11t
- Account

PY CP-730 Trainer cpT30trainer@exchange fullerton.edu  CP-730 Trainer Administrative [T - Tre
Account

° CP-730 Training Room cp730@exchange fullerton.2du CP-730 Training  Administrative [T - Tr:
Room Account

PY IT Training ittraining@exchange fullerton.adu IT Training Administrative [T - Tre
Account

° ittraining 1(@exchange fullerton.edu ittraining1 @exchange.fuller:{on.edu IT Training & Administrative [T - Tr:
Support Account

PY Pollak Library 255 pls255@exchange fullerton.edu Pollak Library Administrative [T - Tre
255 Account

° Trainer Account trainer0 1@exchange fullerton.edu Trainer Account  Administrative 1T - Tr:
Account

58 | to 67 of 67
»

¢ You will only see administrative accounts that are in the department(s) that
you have access to as a DITC. If you do not see a particular administrative
account, please contact telecom@fullerton.edu.

4. Select the department that this administrative account
belongs to from the drop-down menu.

= Department

‘ - Mone - v
— None —

IT - Training
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¢ You will only see the department(s) that you have access to as a DITC. If you
do not see a particular department, please contact telecom@fullerton.edu.

5. Click on the padlock icon to add the users who have access
to this administrative account.

Who can access the Administrative Account

You should include the names of all users who will be accessing this administrative
account to send emails to Campus Distribution Lists.

5.1. Type the name(s) of the users who have access to this
administrative account. You can also use the magnifying glass to
look up users.

Who can access the Administrative Account

Arthur-Carmichael, Lori

o hamb
o —

Hamblin, Delana |

1. Type the name of the user you want to add. Select the name when it appears
below.
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2. Use the magnifying glass to look up a user. This can be helpful if you are unable

to find the user by typing their name.
Use the Add Me button to add yourself without having to do a lookup.
To remove someone from the list, click on the name and then click the Remove

button.

AW

6. Enter or select the manager who is responsible for the
administrative account you selected in step 3.

Mamager responsible for Administrative Account

|
o‘| carroll
"

Showing 1 through 1 of 1 o
Carroll, John jcarroll@fullerton.edu -

When you do a lookup in this field, you will see all managers on campus. Be
sure to select the manager who is authorized to approve for the
administrative account you selected in step 3 and/or the department you
selected in step 4.

1. Type the name of the user you want to add. Select the name when it appears

below.
2. Or use the magnifying glass to look up a user. This can be helpful if you are

unable to find the user by typing their name.
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7. Type the name of the Division Approver who will be

approving this request. You can also use the magnifying glass
to view available managers.

Divisional Approval

tadesse

o

Showing 1 through 1 of 1
Tadesse, Berhanu btadesse@fullerton edu

all the dig

You may see all managers in your division in this list, so be careful to choose
the appropriate division approver. The approver you choose should have

division approval permissions or be a management-level delegate for
division approval.

If you choose a manager without sufficient permissions, your request will be
rejected by IT.
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8. Place a checkmark next to the distribution list(s) that the
administrative account will need access to send to.

MAME OF DISTRIBUTION LIST(S): Select all the distribution lists to which you need access.
|z| DL-Campus Employees

DL-All-Faculty

DL-Full-Time Faculty

DL-Part-Time Faculty

DL-All Management

DL-All Staff

DL-Full-Time Staff

DL-Part-Time Staff

You can select one or more of the listed distribution lists.

9. Enter the reason for this access.

Reason for access to these lists:

To send training-related announcements and notices to the campus community.

Be sure your reason is detailed enough to be understood, especially in the
context of the rest of the request. Your division approver and the IT division
approver need to understand what content you want to send and to whom.

In the examples for this article, it is clear that IT Training wants to be able to
send training-related announcements to DL-Campus Employees and that
two staff members are the ones who will be sending the emails.
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10. Click Proceed to Checkout when you are ready to submit
your request.

Campus Distribution List Access, Renewal, or Modification Request Order this ltem
. . . BT ! Lantit
This form is used to request access to send to a campus-wide distribution list. a ¥ 1 Y
Approval is granted on an annual basis; you must re-apply each year for approva
’ ' ' Proceed to Checkout
To expedite the request process, users are encouraged to attend training prior to, or at
the time of, submitting this access request form. To enroll for training, please click Add to Cart
HERE
Shopping Cart

A inistrative A

Administrative Account Empty

T Training Q@

11. Change the Requested for field and add Special
instructions, if applicable. Then click Checkout.

< Shopping Cart & Continue Shoppi o@
N’

Are the contents of your cart correct? Please double check the items and remove and edit where appropriate

Item Delivery Time Price (ea.) Quantity Total

Delete Edit P Campus DL Access Request - Campus Distribution List Access. Renewal. or 1
Modification Reguest

Total
If this request is for someone other than yourself please provide detailed information in the fields provided below
-gRequested for Arthur-Carmichael, Lor Q, i
g Special instructions
Continue Shopping Checkout
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1. Modify the Requested For field if applicable. If someone has requested that this
form be submitted, it's helpful to add their name here so they are cc'd on the
email notifications for this requeste.

2. Add any additional comments you have about this request in Special instructions.

3. Click Checkout when you are ready to submit the form.

12. Your order has been submitted. You will receive an email
confirmation shortly.

( Order Status Back to Catalog Continue Shopping Home

Thank you, your request has been submitted

Order Placed: 06-23-2017 08:39 AM
Request Number: REQ6587T9 <
Estimated Delivery Date of Complete Order:  06-23-2017

Description Delivery Date Stage Quantity

Campus Distribution List Access. Renewal. or Modification Request 06-23-2017 , 1

o
W/
I
L
I
L

Next Steps

1. The Manager responsible for Administrative Account identified in step 6 will
receive an email asking them to electronically review and approve this request.
They must approve it in Service-Now.

2. After the Manager responsible for Administrative Account approves the request,
the Divisional Approver will receive an email asking them to electronically review
and approve this request. They must approve it in Service-Now.

3. The VPIT will review the request. If approved, the request will move on to the
next step.

4. 1T will check that the user(s) listed on the form have completed the Campus DL
online training. If a user has not completed the training, they will be assigned the
training and sent an email notification. All users listed on the form must have
completed the training before the request will move to the next step.

5. Once all training is completed, IT will assign the permissions to the administrative
account and user(s) listed on the form.

6. You will receive an email confirmation once the permissions have been assigned.
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¢ You can send the Campus DL Online Training link to the users that you
identify as needing access (step 5 in this article) so they can take the training
even before the request is approved. This will streamline your request as all
users identified must complete training before anyone on the form is
granted access.

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.

If you have already submitted the request, please have the Request Item (RITM)
number available if possible.
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	5. Enter a description of the issue, the persons/groups affected by the issue, and the Responsible Person(s).
	6. Describe how EEAA will be provided, the resources required to provide it, repair information from the vendor, and a timeline for implementation.
	7. Enter the name of the Department Chair/Dean/VP or Designee or click on the magnifying glass to look up available managers.
	8. Click Proceed to Checkout.
	9. Change the Requested For field if desired and then click Checkout.
	10. The EEAAP is submitted! Make a note of the REQ number.
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	Approving an Equally Effective Alternate Access Plan (EEAAP)
	1. Open the email. Read it carefully! Then click on the Approval Request link in the middle of the email.
	2. You may be asked to log in. Enter your campus username and password. Then click Login.
	3. Click either Approve or Reject at the top right.
	3.1. If you choose to reject the EEAAP, you must enter a comment in the Comments field.

	4. You will be taken back to your My Approvals page and the EEAAP will show either as Approved or Rejected.
	1. Open your browser to the IT Service Desk.
	2. Enter your campus username and password. Then click Login.
	3. Click on My Approvals in the blue menu bar.
	4. Click on the item you want to approve/reject.
	5. Click either Approve or Reject at the top right.
	5.1. If you choose to reject the EEAAP, you must enter a comment in the Comments field.

	6. You will be taken back to your My Approvals page and the EEAAP will show either as Approved or Rejected.
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	Other Services Requests
	Campus DL Access Request
	1. Select Other Services
	2. Select Campus DL Access Request.
	3. Type the name of the administrative account that will be sending emails to the campus DLs or click the magnifying glass icon to look up available accounts.
	3.1. Select the administrative account.

	4. Select the department that this administrative account belongs to from the drop-down menu.
	5. Click on the padlock icon to add the users who have access to this administrative account.
	5.1. Type the name(s) of the users who have access to this administrative account. You can also use the magnifying glass to look up users.

	6. Enter or select the manager who is responsible for the administrative account you selected in step 3.
	7. Type the name of the Division Approver who will be approving this request. You can also use the magnifying glass to view available managers.
	8. Place a checkmark next to the distribution list(s) that the administrative account will need access to send to.
	9. Enter the reason for this access.
	10. Click Proceed to Checkout when you are ready to submit your request.
	11. Change the Requested for field and add Special instructions, if applicable. Then click Checkout.
	12. Your order has been submitted. You will receive an email confirmation shortly.
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