
Department Account Request

1.  TYPE all required information - handwritten forms are not accepted and will be returned. 
2.  Print and sign completed form.  ALL information and signatures are required for processing. 
  
3.  Scan form and e-mail to:  radford@service-now.com 
     Use subject line:  Department Account Request  
  
Department account custodians are responsible for the account credentials and changing the password.  Custodians must be 
full-time employees.  The custodian will be notified via e-mail when account is set up.  Allow up to 3 business days for 
processing.

Request for: New Account Custodian Change Remove Account

Account 
Name:

enter the name of the account - must be fewer than 15 
characters in length (i.e. provost)

Display  
Name:

shows as the "From" in email messages, and the "Name" in 
the Outlook address book

Purpose of 
Account:

By signing this request, the Custodian and Supervisor AGREE they have read and will abide by the Acceptable Use and other 
Radford University security policies (see technology policies at http://www.radford.edu/content/it/home/it-policies.html)

Custodian Information

First Name: Last Name:

RUID#: RU e-mail:

Job Title: Department:

Custodian 
Signature:

Date

Supervisor Information

First Name: Last Name:

RUID#: RU e-mail:

Job Title: Department:

Supervisor 
Signature

Date

 
Problems or Questions: Call 540-831-7500 or visit ITOneStop at www.radford.edu/onestop  

Revised August 2017

http://www.radford.edu/content/it/home/it-policies.html
http://www.radford.edu/content/it/home/it-policies.html

	fc-int01-generateAppearances: 
	Date_vFKkg0bDLopttzMqsDKREA: 
	Supervisor Signature_3ZOmCOfNOpTKNGsF6ZuKbg: 
	Department:_fMdCOXCO7A-KSWCHFpfrmQ: 
	Job Title:_m0P4-ZPrE-czq5RP2vOdlw: 
	RU e-mail:_QTYHsNsCRFcWGqs-o9Sxsg: 
	RUID#:_ZRGCjo1R71NfJWn8IUchbg: 
	Last Name:_xvGwfsXsvsvCa-Fg2BppAg: 
	First Name:_ealU8ZnHAgJ4nNHFCl8dug: 
	Date_bbiOziWx8QTdHriWxn1kIA: 
	Custodian Signature:_CA3ZPqmlmuL50Kob9cvFfQ: 
	Department:_7JD4jr5wA1YeF15ESApVEw: 
	Job Title:_vtF*nOEXxouUl3XfXvkgiA: 
	RU e-mail:_K0wFM3NUvD7YOM4hEjE*Sg: 
	RUID#:_NfhDawuqFrln5x4D0r6ZtQ: 
	Last Name:_Bt7y-i4PTxVIOG213PZlMg: 
	First Name:_XTtVkHJK9yUzi-DcIJFIwA: 
	Purpose of Account:_pBF6Z5cduVwz4nc-*ormWg: 
	Display  Name:_*9oLDxWmoXJ9mrRxtRgZ1w: 
	Account Name:_ZiNKr*U2I-sHLEf75LE3dw: 
	Request for:_baLIB38Bf0MXLi*lOf*hZQ: Off


