US Army Signal Network Enterprise Center
Fort Gordon, Georgia

Enterprise Email New User Request Procedures

The following information outlines the procedures for requesting a NEW USER email account
within Enterprise Email. All requests for a new Enterprise Email account must be submitted
via the Remedy trouble ticketing system.

1. TASO/IANO’s must complete the IASO New User for Enterprise Email - v22 template.
This template can be located at the following location:

\\fsOL\instal\EE Migration\Admin\Documents
The template is self explanatory but if clarification is needed contact the NEC.

2. Copy the file to your local computer to make the required entries. Save the file by adding
your organizational name at the beginning of the file:

Example: NEC-1ASO New User for Enterprise Email - v22
This file will be uploaded to a Remedy trouble ticket.

3. Login to Remedy. Click “New Incident”.
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4. Once the “New Incident” window appears click on “Select Template”.

¥ Quick Links

Agzign to Me

Cl Search

Select Operational
Select Product

Select Template g——

Yiew Broadcast



US Army Signal Network Enterprise Center
Fort Gordon, Georgia

Enterprise Email New User Request Procedures

5. Ensure the drop down box in the upper right corner of the “Incident Template Selection”
window has the selection “DOIM FORT GORDON/SMD — CUSTOMER
SERVICE/SERVICE DESK” visible. Scroll down within the inner window and click on
“Email-Account-Add”. Click the “Select” button.

@& Incident Template Selection (itsmgrp) - Windows Internet Explorer |ﬂ|
“
<<hmesoftware
Incident Template Selection
‘Wigwing Templates for Support Group |DDIM FORT GORDON/SHD - CUSTOMER SERVICE/SERVICE DESK %j

726 entries returned - 726 entries matched Preferences = Refresh ‘ 3
Software Software EE WWeb - Request Far Information Enabled G
Software Software EE “web - Request For Information-E scalate ta CTNOSC  Enabled
Software Software EEMM-Outage Enabled
Software Software EEMM-Outage-Escalate tlo. CTHOSC Enabled
Software Software Email-Account-Add Enabled —
Software Software Email-tccount-Change Enabled
Software Software Email-Account-Delete Enabled
Software Software Email-Account-Move Enabled
Software Software E mail-funti-5 pam-Configure Enabled
Software Software Email-tttachmentd nvestigate Missing Enabled
Software Software Email-Exchange Serverdnstall Enabled
Software Software Email-Exchange ServerMove Enabled
Software Software Email-Exchangs Server-Remove Enabled
Software Software Email-Exchange Server-Repair Enabled =]
Software Software Email-Exchange Server-Replace Enabled
Software Software Email-Exchange Server-Restore Service Enabled
Software Software Email-Exchange Server-Update/Patch Enabled
Software Software Email-Fax Attachment (Genifax]nvestigate Missing Enabled S

View Seloct D ——

Close | -
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6. After the template has been selected the “Summary” field within the New Incident will be
populated with Email-Account-Add.
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Wiew Relate Cl Wiewer Vigw Search [ [ |
Save Close




US Army Signal Network Enterprise Center
Fort Gordon, Georgia

Enterprise Email New User Request Procedures

7. In the “Notes” field type Enterprise Email.

Incident 1D*+ [
Process Flow Status SLM Status
and Resolution and Incident Closure Clossd
Disgnasis Recovery I Service Targets
Normal

Incident Request Information

Summary™ ‘Emai\-Ac:Uunl-Add 5 Status™ New « | Status Reason | j
—’ Nates ‘EI’\[EIDHSE Email =| Impact® Priority™ l:l

Escalated? No - Urgency™ 4-Low | ‘Weight* l:lﬂ

Customerl Contact | Classification | “Work Info | Tagks  Assignment | Vendor  Relationships | Resolution 5L DalEfSpsleml
Customer Information

First MName=+

| Company™+ | j
Middle Narne | Organization | j
Last Name™+ | Department | j
Phone Number=s | .=_? Site+ | j s
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8. Click the “Work Info” tab. In the “Summary” field type Attached new user EE template.
Click the “Add” button.
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9. Click the “Browse” button.

Add Attachment *x

| attachment 1 —
I Attachment 2
Attachment 3 Browse...
Status
]
hd
k. | Cancel |

10. Navigate to the location of the saved “ORG_ NAME - IASO New User for Enterprise Email
—v22.xlsx” document. Select the document so that the file name is populated in the “File
name:” field. Click “Open”.

@ Choosze file |£

Q'\:} | || « Mew User Provisioning » - |‘f| | LEr i 2]

- : omg -
‘ Organize ~ 288 Views - [ MNew Folder

Eavontellinks Name Date modified Type Size Tags
EI Documents @J User Provisioning Ternplate for DoD Ent...
5 #51] ORIG MEW USER - 20111012-GORDON-...
L Recently Changed | MEW USER Template.txt
&l RecentPlaces 2] NEW USER - 20111108-GORDON-93-v20..
Bl Desktop IASO Mew User for Enterprise Email - v2... @——————
1% Computer EC] Enterprise Email Mew User Request Proc...
E Pictures @J Enterprise Email New User Request Proc...
I Music (20111111 - GORDON-93-v22 xlsx
B5 Searches i3] 2011#### GORDOM-93 MEW USER Prov...
|\ Public ~WRL3727 trnp
f-ﬂquterprise Email New User Request Proc...
Folders | | Returned MEW USER provisioning reque...
ey Filee name:  [A50 New User for Enterprise Email - v22xdsx - [J‘\” Files (") 'l
l Open IV] [ Cancel ]
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11. The file is now inserted into the “Attachment 1 field. Click the “OK” button.

Add Attachment x

- Attachment 1 lew User for Enterprize Email - v22. slzs { Breensm—
| Attachment 2
Afttachment 3
Status
]
hd
> ok | Cancel |

12. The attached file will now be visible at the following location within the “Work Info” tab:

Incident ID*+
Process Flow Status SLM Status
\dentification and Investigation and Resolution and Incident Closure Closed
s Recording Diagnosis Recovery ) Service Targets
ik Normal
Incident Request Information
Summary= | =] statust [New ~| StatusResson | -]
Customer | Contact | Classification | Work Info | Tasks | Assignment | Vendor | Relationships | Resoluion | SLM Date/System |
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Date | E i_| Submit Date ™
Source | -]
Summary [Bsttached new user EE template |=]
Notes [ =]
File Mame | File Size Attach La...
: 1450 Newe User fc 252 KB Aftachment 1 &
Attachment 2
trachment 3
Add
Locked Viswhoosss  [Intemal |+
iew Report
Save Print Cloze

13. Complete the remaining required trouble ticket fields. Click “Save”. Click “Close”. The
trouble ticket will now be routed to the appropriate NEC personnel. The EE account creation
process takes 72hrs to complete upon submission from the NEC to DISA. The NEC is
allowed to make one new user template submission per day. This template submission is
consolidated and submitted NLT 1600hrs each day.



