Steps in submitting staff account request to CSC

1. At the Work Desk menu of a Staff LAN PC, choose the option “Request Staff Computer Account Renewal”
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2. Enter your EID and application password to start the account renewal request.
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Please fill in your CityU Electronic 1D and password.
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3. Your staff primary and non-primary accounts will be grouped under two display groups. You can click the group
headings to expand it.
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i Staff Account Waork Request Logout

|:> My Primary Account: 9

cCysungm JEME-EMAIL 200 MB 31 Dec 2999 ACTIVE
ccyeungm EXCHANGE-EMAIL 1024 MB 31 Dec 2999 ACTIVE
CCysungm LDAP 0 MB 31 Dec 2999 ACTIVE
ccysungm STAFFLAN 0 MB 31 Dec 2999 ACTIVE
ccyeungm STUDLAN 1600 pages 31 Dec 2999 ACTIVE
ccysungm UNEX 12 MB 31 Dec 2999 ACTIVE
ccyeungm VPN 0 MB 31 Dec 2999 ACTIVE
ccysungm Wikl 0 MB 31 Dec 2999 ACTIVE
ccyeungm WLAN 0 MB 31 Dec 2999 ACTIVE
My Non-Primary Account: 6

You can only make a request to extend or disable your non-primary account here. Please check with your department CSC Work Request Operator if you want to
change your primary account or other account settings

(1] Staff Account Work Request Logout

My Primary Account: 9

My Non-Primary Account: 6

AccountID | System | Nature | Quota | Expiry Date | Status |

cammail EXCHAMGE-EMAIL CTHER 200 MB 24 Dec 2013 ACTIVE

s EXCHANGE-EMAIL OTHER  200MB 24 Dec 2013  ACTIVE
gamadna LDAP OTHER  OMB “13 i %gﬁ; EXPIRED
samatedh LDAP TEST 111 MB [:g e %gﬁ‘;} ACTIVE

e STUDLAN {Sé%] 400 pages {g; L %EE} ACTIVE
ths EXCHANGE-EMAIL  2ND J00ME  31Dec2012  ACTIVE

Requested new value is inside parenthesis

You can also click the column headings to sort the account list in ascending or descending sequence.

4. You can either extend or disable your non-primary account by clicking the corresponding button, and entering a new
account expiry date with justification.

My Non-Primary Account: 6

Account 1D Reguest Submitted B Justification

Request to Request to

cammail  EXCHANGE-EMAIL OTHER  200MB  24Dec2013  ACTIVE tend
s EXCHANGE-EMAIL ~ OTHER  200ME  24Dec2013  ACTIVE
e LDaAP OTHER  OMB  255ep2012 EXPIRED
earialnh LDAP TEST  111MB  10Jan2014  ACTIVE
ST SLLE, (svzsrﬂr[é.u} Sl (g:s 8Ei %E:g} il on 18 Feb 2013 5 Eé’nfit;i”n";?e 3 [Bxend | Dkl
ths EXCHANGE-EMAIL  ZND 20MB 31 Dec2013  ACTIVE

Requested new value is inside parenthesis



R 200MB  24Dec2013  ACTIVE
Request to extend LDAP account: gamadna

R
~ Original Expiry Date'25 Sep 2012 -
- < —— e e e e n r-:
M) Extend to: 19/02/2014 ! extend one year ! L
- far sSystem 5.1:.11::1:::011: B
Justification:

Submit ][ Cancel

5. If you are the DNA/RNA of your department or you have the right to submit a CSC Work Request, you will be able to
manage all the non-primary staff accounts of your department. Choose the option “Department Computer Account”
from “Staff Account” pull-down menu, enter the account ID in the provided text box (wildcard character % can also be

used) and then click the Find button

Staff Account Work Reguest Logout

My Computer Account

M}" DiSPIE}I’ Mame
5 200 MB
Department Computer | 1024 ME
Account 0 MB
b 0 MBE

Submitted Computer Account 1600 pages
Request 12 MB

- 0 ME
CCYEUngm WIKI 0 MB
CCyeungm WLAN 0 MB

My Non-Primary Account: 6

1) Staff Account Work Request Logout

Account IL lgama% I [} Clear | 2 account records are found

|_Account ID | System | _Owner | Nature | Quota | Expiry Date | Status | _Request Submitted By

gamadna LDAP ccyeungm OTHER 0 MB 25 Sep 2012 EXPIRED
gamatech LDAP coysungm TEST 111 MB 10 Jan 2014 ACTIVE

Request to Modify

If you have any question, please check with CSC Help Desk (3442 7658)

If you are the authorized user at your department, you can request to modify an account details (such as account owner,

expiry date and account nature etc.) by clicking the corresponding Modify button in the account table. Then there will



have a pop-up window for you to enter your request. Please remember to enter your justification. Press Submit

button to complete entering your account request.

Request to modify LDAP account: gamatech

Account {hmer I"."Fr WONG Pgal _Ta|

‘Expiry Date:  10/01/2014 ] _%E%"?_E ne year i
Account NahmEND Eﬂ

change account owner because of -
Justification: jeb role assignment

[ Submit ][ Cancel ]

* One working da}risneeded in processing your account request

Please note that all your requested account modifications will not be effective until your request is approved and
handled by the CSC.

Account ID: gama% o l Find i Clear | 2 account records are found
Account Expiry Request to
System HNature | Quota Date Status | Request Submitted By Justification Modify
gamadna ceyeungm  OTHER 255¢p 2012 EXPIRED
Regquest Number: 36
gamatech  LDAP ?E:::I;ES éE‘JSDT] Hé 10 Jan 2014 ACTIVE ocyeung;r[\}f; ilizas ;:;gfli;ﬁount owner because of job role

Requested new value is inside parenthesis
If you have any question, please check with C5C Help Desk (3442 T658)

6. At any time, you can check your account request status by clicking the option “Submitted Computer Account Request”

from the “Staff Account” pull-down menu. You can also cancel your submitted request by clicking the Cancel button.
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(1) Staff Account Work Request Logout

Submitted on: @ [ast 30 days © last 90 days O all 2 account requests are found

Request Account
| e o e [

Ematet LDap  Ceyeunem TEST 111 MB 10 Jan 2014 Submitted change account owner because of job role
(kaiwong) (2ZHD) assignment
: ZND 400 31 Oct 2013 :
35 literacy  STUDLAN ccyeungm (SYSTEM) s OEt 2013) Working  change owner

Justification

Requested new value is inside parenthesis
If you have any guestion, please check with CSC Help Desk (3442 7658)

7. When necessary, CSC staff may approach you to obtain more information about your request

8. Please remember to press LOgout to exit from the system.
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Submitted on: @ last 30 days ' last 90 days © all 2 account requests are found
Heteol Account System Nature Expiry Date Status Justification
Number
et LDAP coyeungm TEST 111 MB 10 Jan 2014  Submitted change account owner because of job role
(kaiwaong) t?_N D} assignment
35 literacy STUDLAN ccyeungm 409 Do AN

(SYSTEM] pages (06 Oct 2013) Working change owner




