CTS CSD Application for New Dedicated Exchange Services
	Shaded area for CTS processing

	Assign to:  CSD Design as a Section 903


	Customer Name (Agency Name)
	     


	
	

	Agency Identifier
	     


	(Your agency’s OFM identifier to identify your agency in the Exchange Global Address Directory)

	
	

	Customer Address 
	

	Street Address
	     


	City, State, Zip Code
	     


	

	

	Customer Help Desk

	
Phone Number
	     



	
Email Address
	     



	

	Signature/Purchase Authority
	     


	
Title
	     



	
Phone Number
	     




	
Email Address
	     



	

	* Note:  If more than one location, please fill out a separate list of personnel for each location. *

	Primary Technical Contact
	     



	
Phone Number
	     


	
Email Address
	     


	

	Secondary Technical Contact
	     


	
	

	
Phone Number
	     


	
Email Address
	     


	(Your primary and secondary contacts should be someone working for your agency, not an outside contractor who does your computer support.  If you don’t have computer staff, please identify the person(s) who will be the main contact for problems with your e-mail system)

	
	

	Business Contact
	     



	
Title
	     


	
Phone Number
	     


	
Email Address
	

	(This person may or may not be one of the technical contacts listed above.  This person should have the authority to make decisions on actions that might disrupt e-mail service temporarily.)

	
	

	Billing Contact
	     


	
Phone Number
	     


	
Email Address
	     


	
	

	Billing/Account Code
	     


	     



	
	(Agency #)
	(CTS Account Code)


	Please complete this form and e-mail it to the CTS Service Desk - servicedesk@cts.wa.gov


Agency Personnel

Note:  If more than one location, please fill out a separate list of personnel for each location

This information will be used to setup your mail accounts on the Exchange Server

	First Name
	Initial
	Last Name
	Phone No.

	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     



Preferred E-mail Address Format (please select one option):
	Format
	Example
	Preferred

	FnameLinitial
	Johns@myagency.wa.gov
	

	FinitialLastname
	Jsmith@myagency.wa.gov
	

	Firstname.lastname
	John.Smith@myagency.wa.gov
	

	<Other Suggestion>
	
	


A. Questions about Your Environment

1. Do you currently use Microsoft Office?

a. If so, what version are you using (97, 2000, XP)?

2. Do you currently have Outlook installed?  If so, what version?  (You will find this information under <Help><About Microsoft Outlook> on the Menu Bar in Outlook)

3. Do you have in-house computer technical staff?  If not, who does your computer support?

4. What operating system are you currently running on your workstations?
	Operating System
	Number of Workstations

	Windows 95
	

	Windows 98
	

	Windows ME
	

	Windows NT 4.0 Workstation
	

	Windows 2000 Workstation
	

	Macintosh (OS Ver.      )
	

	Other
	


5. Do you currently have a Network?  What operating system (Novell, Banyan, Microsoft NT, Microsoft Workgroup, Appletalk)?

a. What network protocols are you running (TCP/IP, NetBEUI, Appletalk)?

b. Do you have a file server?

6. What are you currently using for e-mail, if anything (AOL, Hotmail, Local Internet Service Provider)?

7. Do you currently have a e-mail domain name (i.e. cts.wa.gov)?  If so, who is managing your domain name services?

8. If you currently have a network and/or e-mail, what are your logon Ids and/or e-mail addresses?
	Name 
	Login ID
	E-mail Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Thank you


	Please complete this form and e-mail it to the CTS Service Desk - servicedesk@cts.wa.gov


