[image: image1.emf]   

NOMAD Resource Accounts

Request New Accounts and Ownership Changes
Using Check In Check Out (CICO)
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This document provides step-by-step instructions on how to request a new NOMAD Resource Account and how to change the owner of an existing NOMAD Resource Account using Check In Check Out (CICO). 
NOTE: Requests for NOMAD Distribution lists are not processed in CICO. Visit the NOMAD Distribution List Service Web page to learn how to submit requests for distribution lists. 

NOMAD Resource Accounts include the following:

• Functional E-mail Accounts


• Calendars

• Conference Rooms
Request a NEW Resource Account:

These accounts are now associated with an ODIN seat and must be requested through CICO as Account-Only seats.

Steps:
Request Category:  (
Seat-Computer
Select Request Item:  ( 
00464: Seat-Computer: ACCT Non-ODIN Computer

- Email Account Only
Request Type:  ( 
Add/Assign
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Request Provider: IT and Cormm
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Level Two Approver(s): (None) Level Two Backup(s): (None) ¥
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The “Comments” field must include the name of the Resource Account, the name of the owner, and the name of the backup owner.
Request Comments:  ( Example for a new conference room

Create new conference room, HQ-CR-4E38.

Owner of conference room is Lula Wright.


Backup owner is Joan Verbeck.
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Instructions: fthis request is for  Seat Move or Remave , enter the "FRON"
andior"TO" building and room locations in the Request Comments
boxalong with the ECNs of all equipment involved. Use the Special
Rernarks boxfor any additional information

Special Remarks: @

[E3

Request Comments: |Create new Conference Raom, HG-CR-4E38.
Owner of conference room is Lula Wiight,

Backup owner is Joan Verbeck. ®

@ Justification: | Conference room is needed due 1o a restack. A

@ Override Duplicate Edit Check: [No_ v
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Request to CHANGE the OWNER of a Resource Account:

Steps:
Request Category:  (
Seat-Computer
Select Request Item:  ( 
00464: Seat-Computer: ACCT Non-ODIN Computer

- Email Account Only
Request Type:  ( 
Change Owner of Resource Account

The “Comments” field must include the name of the NOMAD Resource Account, the name of the current owner, the name of the new owner and the new owner’s contact information.
Request Comments:  ( Example for changing the owner
Resource Account HQ-CR-4E38.

Current owner of conference room is Lula Wright.


New owner is Elaine Bowman, 358-1234, Elaine.Bowman@nasa.gov

Backup owner is Joan Verbeck.

Request to CHANGE the MEMBERSHIP of a Resource Account:

Changes to membership of Resource Accounts are not addressed in CICO.  These requests should be submitted to the Resource Account Owner or to the IT Help Desk.
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