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iiii. User Creation Requests
Steps following a user creation request : 

Spot the user's ID used to access his Windows/Chrome PC.

DynaSys users ID must be identical to the ID used to access his PC. 

If the user does not provide his PC Solvay ID in his request, it can be displayed in BMC Helix by searching the user and checking the field : 
Connection ID 

Spot the user's SCOPE to be applied 

Users should provide the SCOPE needed in his request. In general they ask for copying the same user rights, or the same profile as another 
user.   

If this information is not available it must be spoted by asking the user directly. 

If the user creation request is related to a replacement, the SCOPE is identical to that of the replacement. 

The key information to spot is : Who is going to be replaced ? His user ID can be deactivated ? and When ? 

Spot the GBU and the position of the user

If not available, ask the access required and the position of the user. Planner ? S&OP manager ? Production planner ? etc ? 
For each user created you should fill in this google sheet : 
Ask the group managers to add the new user in one of these google user groups : 

https://docs.google.com/spreadsheets/d/1T9_S1VepjJjiHRQwqbv-OkZY5X8C4o05/edit#gid=79837993
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