When you complete the form please email a copy to the Techshop/IT Help Desk: helpdesk@csp.edu

Please let us know the following information about your request:

Supervisor:
Employee Name:
Organization Code:
Start Date:

Warning: Please note that the employee's password will be changed while we set up the laptop. If they wouldn't like for the password to be changed please provide the password in confidential mode.
When filling out this form please fill out everything and send back the full form. Even if the answer is no, it is still useful for us when creating the laptop. 

Password/Permission to change:

Additional Optional Information
Printer:
Shared Drives:
Do they need VPN access: 
Do they need Jabber phone: 
Do they need Microsoft Office 365:
Do they need a desk phone:
Preferred extension:

To access VPN and Banner you will need to be enrolled in DUO.
DUO is a phone app that acts as a 2 step verification for accessing the VPN. You can access it through both Android and iOS devices.
We need the personal cell phone number to enroll them in DUO. Please add it below.
Phone number: 


Do they need any additional hardware, for example a monitor or a docking station:

Please note that laptops may only be requested by supervisors and are reserved for full-time faculty and staff. Please allow 1-3 days for the laptop to be configured.

