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New User Request
General Description
Provides the Trnsport Sitemanager System Administrator, the New User information to assist in creation of the New User Account. Allows the Trnsport Sitemanager System Administrator and the Office of Information Technology to document and track authorizations pertaining to Trnsport Sitemanager User Accounts. 
Policy and Procedure
Adding a New User: 
The procedure to create a new Trnsport Sitemanager User Account begins by an authorized request (Located on the KYTC ConstructionWebsite)  that is sent via e-mail to the https://itrequests.intranet.kytc.ky.gov/SelfService  ( Front Range)
 (The Office of Information Technology maintains a list of Supervisors that are allowed to submit an official request to Front Range. Only the listed authorized Supervisors will be able to submit a Request to create a New Trnsport Sitemanager User Account.) 
This request should have the Sitemanager New User Request Form attached to the requesting e-mail, if the request form is not attached; it will be provided to the requested New User’s 1st Line Supervisor with instructions so the following information is included in the top portion of the User Request Form:
· Crew Number ( Section Number), District Number, Title, First Name, Last Name, Usage of Sitemanager (e.g. Inspector, Materials Tester), and Office Wide Access or Contract Specific Access, User’s Job Duties, Type of access needed to view/run Business Object Reports, User’s e-mail address, Sitemanager Trainer (if applicable) and the Supervisor’s Name/phone number/e-mail address.
Upon assignment/receipt of a request number from the ITREQUEST Log Front Range forwarded to the System Administrator from the original request e-mail, the System Administrator will proceed to finish the bottom portion of the User Request Form: 
· Sitemanager User ID, Default Password, Office Level Access, Contract Access Type, Security Groups, Sample ID Initials and Initials of the User Account Creator/Assigned Request Log number.
Then the System Administrator will process the New User Account within the Trnsport Sitemanager system. Upon completion of the New User Account, the System Administrator will send a reply notification back to the original request e-mail, the 
Requester, the New User’s 1st Line Supervisor and the New User. (If the requested New 
User does not have an applicable e-mail address then the User’s 1st Line Supervisor is sent the notification, instructing the Supervisor to provide the necessary login credentials to the New User.)
An Adobe PDF of the completed New User Request form is e-mailed along with the reply notification that provides the New User ID, Default Password and assigned Security Groups. A copy of the completed New User Request form is stored in ProjectWise.  A reply notification provides the New User ID, Default Password and assigned Security Groups.

 (Important: The requested New Trnsport SiteManager User Account is not created within the Trnsport Sitemanager system until receipt of the request number from the ITREQUEST Log Front Range. 
The request number is incorporated into the User Request document filename, e.g. New User Request for Doe, John assigned Request# 12345; completed New User document is saved as filename: doejohn12345.docx) 

