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Guide to dealing with IT issues on return to work
Forgotten network passwords:

CGI network: call CGI directly

GBT network: call GBT directly

System specific passwords:

Some give an option to reset your password

Gladstone: call Gladstone 0845 201011
Vsmart: e-mail ictteam@liveborders.org.uk
Patronbase: weekdays email ictteam@liveborders.org.uk; weekends if urgent phone Patronbase 029 2000 3490
Others: if you are unsure check with ictteam@liveborders.org.uk
Connectivity:

CGI: if the system has updated, it may be necessary to connect to the CGI network.  Report to CGI initially.  If advised to “hard” connect to the network you can do this by:

· sitting in your car outside an SBC building and connecting to SBC Staff Wii-Fi
· if you need to physically connect and therefore access a building please get permission from a Director to do so.  Our offices/buildings remain closed, unless front line delivery
Network login

If you do not have a network login for network the mailbox or directories are on please complete the new user form below including the name of some-one with the same permissions you need.
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Shared mailboxes or different directory access
If you need access to new shared mailboxes or access to different directories please complete the attached.
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Windows 10

CGI are rolling out replacement kit that is windows 10 compliant.  You will be contacted directly when this is to happen.

Our ICT team are also operating with fewer staff, so please be patient
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		NEW USER FORM



		Date required: 

		

		Job Title:

		



		Full Name
(include Title):

		





		Email address needed:

		☐ Yes  ☐ No



		Location/Base:

		



		Set up same as :



		

		Which network Is the employee to be added to?

		☐ SBC  ☐ Live Borders



		Additional equipment required:

e.g. laptop, monitor, mobile phone

		Existing equipment to be used (provide details): 

Asset tags, serial number or phone numbers









		Where is equipment to be located :

		



		If existing equipment being used where did it come from (e.g. User & location)





		Asset tags, serial number or phone numbers 











		Allow Mobile Email ActiveSync  (from Work phone only)  ☐ Yes  ☐ No

Allow Outlook Web Access (OWA) access  ☐ Yes  ☐ No               Allow OWA on Mobile ☐ Yes  ☐ No



		List directory Permission Group ( need permission from directory owner), mailing lists  & mailboxes needed:









		Directory owner name 



Signature 

or form emailed to IT team by directory owner ☐





		Other information eg Gladstone user ID, Patron Base ID needed:





		



		Completed By:

		Date:





		ICT & DIGITAL SERVICES TEAM ONLY



		ICT Inventory updated

		☐ YES  ☐ NO ☐ N/A



		Following added:

New User form completed  GBT ☐  SBC ☐



All users mailing list updated GBT ☐  

Any additional mailing lists updated



Gladstone staff login added



Personal system login amended (staff category added)

Gladstone ☐  V-smart ☐ 



RDA remote.bslt login set up 

		

☐ YES  ☐ NO ☐ N/A



☐ YES  ☐ NO ☐ N/A

☐ YES  ☐ NO ☐ N/A



☐ YES  ☐ NO ☐ N/A



☐ YES  ☐ NO ☐ N/A



☐ YES  ☐ NO ☐ N/A



		COMPLETED BY:

		Date:



		Signature







Email completed form to Gladstone@liveborders.org.uk
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		CHANGE USER FORM



		Date required: 

		

		Job Title:

		



		Full Name:

		





		Email address:

		



		Current Department:

		

		New Department:

		



		Current Location:

		

		New Location:

		



		New Job Title:

		

		Line Manager:

		



		Set up same as :



		

		Which network does the employee work on?

		☐ SBC  ☐ Live Borders



		ADD to: List directory permissions group( need permission from directory owner), mailing lists  & mailboxes needed:







		Directory owner signature



or form emailed to IT team by directory owner ☐





		REMOVE FORM List directory group, mailing lists & mailboxes etc :





		Allow Mobile Email ActiveSync  (from Work phone only) ☐    

Allow Outlook Web Access (OWA) access  ☐                              Allow OWA on Mobile  ☐



		Additional equipment required or to be moved:

e.g. laptop, monitor, mobile phone







		Asset tags, serial or phone numbers 











		Where is equipment to be located : 



		If existing equipment being used previous user/where did it come from:











		Other information eg Gladstone, PatronBase, Tech1 Username required:









		Completed By:



		Date:



		ICT INFORMATION & DIGITAL SERVICES TEAM USE



		

ICT Inventory updated



Change User form completed - GBT ☐  SBC/CGI ☐



Staff login amended - Gladstone ☐  V-smart ☐



RDA remote.bslt login amended



		

☐ YES  ☐ NO ☐ N/A



☐ YES  ☐ NO ☐ N/A





☐ YES  ☐ NO ☐ N/A



☐ YES  ☐ NO ☐ N/A



		COMPLETED BY:

		Date:



		Signature (or saved by)
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