Change User Access Request Form
Kansas J k

Department of Administration

Requestor Information

*Requestor: * Phone #:

*Office Name:

User Information

*User’'s Name:
*Last *First *M.1. (X' if none)

User Network Folder Access

If access to more folders are needed, add them to Additional Information field.

Drive Letter Access type Full Path
(Read or Modify)

User Calendar, Distribution List, Mailbox, OneDrive Access
*To create a new shared calendar, shared mailbox, distribution list or OneDrive, please log a separate EBITS ticket.

Type Add Remove

Shared Calendar
Enter the name(s) of the
Shared Calendar to add
to/remove from user.*

Office Distribution List
Enter the name(s) of the
distribution list to add
to/remove from user.*

Shared Mailbox

Enter the name(s) of the
mailbox to add to/remove
from user.*
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Type Add Remove
Office OneDrive
Enter the name(s) of the
OneDrive to add
to/remove from user.*

Additional Software Access Information

Examples CoreFTP, Adobe Pro, Snag-It, etc

Additional Information

Requesting Authority/ Director: Date:

Send completed and authorized request to email: EBITSM@ks.gov
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