Request Form

	User General Information (mandatory information)

	First Name:
	     

	Last Name:
	     

	Display Name:
	     

	User Name:
	     

	Type of User:
	 FORMDROPDOWN 


	User Requestor Information (mandatory information)

	Requestor Name:
	     

	Requestor ID:
	     

	User E-mail Information

	Mailbox:
	 FORMDROPDOWN 

(if the user is external employee, the Solvay mailbox address is FirstName.LastName-Ex@solvay.com)

	Special requirement for e-mail address:
	     

	User Services

	SAP access:
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Focus Production /PF1/



	SAP authorizations like:
	     

	Internet access:
	 FORMDROPDOWN 


	RAS access
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None



	User Phone Numbers

	Phone1:
	     

	Phone2:
	     

	Fax:
	     

	Solvay GSM:
	     

	
User Company Information (mandatory information)


	Company Code:
	       (check in Codes List)

	Site Code:
	       (check in Codes List)

	Cost Center:
	     

	Entity - Entity type:
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Others

	Establishment Code:
	     

	Organization Unit
	     


Additional information

	User General Information

	First Name:
	Write the first name of the user

	Last Name:
	Write the last name of the user

	Display Name:
	Write the name which will display the user's mailbox

	User Name:
	Write the name of Active Directory account of the user

	Type of User:
	Select the type of the user:

· Solvay employee – if the user is an employee of Solvay company

· External employee – if the user is an employee of external company

· Virtual user – if this user is not assigned to any employee

	User E-mail Information

	Mailbox:
	Select if the user must have a mailbox

(if the user is external employee, the Solvay mailbox address is FirstName.LastName-Ex@solvay.com)

	Mailbox size limit:
	Select the size limitation of user's mailbox

	Special requirement for e-mail address:
	Write the e-mail address if it should be different from the standard one - FirstName.LastName@solvay.com

	User Services

	SAP access:
	Select SAP system to which the user must have access

	SAP authorizations like:
	Write the username of SAP user which has the same permissions in the SAP system

	Internet access:
	Select if the user must have Internet access

	RAS access
	Select if the user must have remote access to Solvay network outside Solvay offices

	Nomad access:

Nomad profile
	Select if the user must have access to NOMAD system and what is the NOMAD profile:

· FULL – access to all applications in NOMAD system

· Mailbox ONLY – access only to Solvay mailbox

	User Phone Numbers

	Phone1:
	Write the first business phone number of the user

	Phone2:
	Write the second business phone number of the user

	Fax:
	Write the fax number of the user

	Solvay GSM:
	Write the mobile phone number of the user

	User Company Information

	Codes List
	You may find the Company codes and information here: CODES LIST
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	Company Code:
	Write the code of the user's company according to controlling information

	Site Code:
	Write the code of the user's site according to controlling information

	Establishment Code:
	Write the establishment code of the user according to controlling information

	Cost Center:
	Write the cost center of the user according to controlling information

	Entity - Entity type:
	Write the entity and entity type of the user according to controlling information
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