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Bk A: BT P A H iR New User Access Request Form & Setup Checklist

HHe-FR (HASTHEIFERR 52

%) Section 1 - Request

To be completed by Human Resources)

RT2%] Employment Type

N Y WR] FEZHE A Hiring

% Name and Manager’s

Register Number Name
W4 & 50K

4% Position Title

Finance U8 account:

put
iy

4F Permanent;

I+ Temporary;

O

FR1 A
Dept/Cost Center

NHBUH A Start Date

(Mmm/DD/YY)

Z 1k H End

Date (Mmm/DD/YY)

FETH—ANHCEERA List email

Group: (Please pick the

appropriate email group)

All All
All Beijing All Jilong
All China Staff O O Shanghai O HongKong O O
Staff Mining
Staff Staff
All Chifeng
All Chifeng al
All Wulong Mining | O | Hanfeng O O O all O
Guangyuan Executive
Mining Managers
Chifeng all
O

Superintendents

AR IFELS Human Resources (HR)

4 Name

%7 Signature

HY Date

FE_-FR (REIIZ SR Section 2 - Request (To be completed by Associate’s Department Manager)

FMER PURCHASING REQUIREMENTS

WG

AR I S Z D IRAT 3 S, LIRS AL SR A R AR R AN A bR A A 7 3K

The Hiring Manager must submit a Purchase Requisition at least 3 weeks prior to start date for new PC, monitor, and/or

non-standard software

SRV
EAREN

& BRI TE BT
1]
If YES, then info to be

completed by IT

T AHLAR IR PC inventory #
HhE SEoR#E Monitor O

A EHER Keyboard O

HABAEPREEMATR: Comments (Special Hardware Requests etc.):

PAERIFRFF Stan

dard Applications

FBITZEE AT UGN H AR BT AR 5K 1 A LA 5 P

The hiring manager may specify additional software to be installed. Any additions must be reflected in the Purchase

Requisition.




Windows 10 professional
Microsoft Outlook
Microsoft Edge

Adobe Acrobat Reader

Microsoft Media Player WinZip
Microsoft Office 365 (word, excel,
Antivirus Program (5]
PP)
HAl Other:
=52/ Section 3— Completion
IT #17158/% TO BE COMPLETED by IT Department
Bkt B Email Address:
W 44 1ic & Network Setup:
FH &34 User Logon ID:
BRAA Y Password:
IT ZBHHINEF to be completed by IT Manager
4 5 R H 3
%4 Signature
Name Date completed
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O&Es W TEait
ORRH L ORgA2it
ORSSHE OkgRIST
NFEHR ERE :
O%ER OEEER
OF&ER OBE A
Ot Ofgieit
R CRIEHR -
MESERS
RS
WA s - WS
R
RHEIER
TR -

OFRERE : USEE (RBA ) USDERS- LRBMAVSEE- FRPARIS

1A .
SUEEEER ;

QERDERRE : USERE (HiBA ) MBHEMSER

T RIBANRBRUMBEE  FESERA. FRARUSFERHAURERATSR. KERE.
RBNEETESCERR.



Bis% D FE ViR B %R Access&Building Common File Request Form
1. General Information(For Request User) EAEE(HFEE)

Username: User Account:
M R
Department: Location:
w7 Bir

Signature By Manager:
e =

Request Date:
w15 7]

2. Access Request(For Request User) HiEAER(HAFEE)

Fold/File Name:
XA MFE

Fold/File Full Path:
XAFF) XA

Request Description:
IR

Read Only( H1%) Modify( 12:¢)
O O

Signature By Target
file Manager
LI AT )G #2525

Additional Details:
3
3.IT Operation(IT USE ONLY) IT #fE(IT#E)

Request Permission
Level:
HRIMGL

Full Control Modify Read List Folder Contents Read Write

[m] [m] [m] [m] a [m]

Special Permissions

[m]

H AP 2%
Additional Details:

FRIEN
Operated By

H A
Date




By E: K 715 ] B #% Account Suspension/Termination Form

1. Z4/EE General Information

J /"% User Name: Sk & F User
Account
HEFE 4 E-mail : 517 Department:
fREE JrjgH Location:
Supervisor/Manager:
XN Requested By: FEx H# Date
Reqguested:
HEFE R BFI K [JOday [5days [J10days [120days [130days
The Mail Is Requested For
Keeping For

2. jt# Approvals

AT T A
Signature of HR Approver: Approval Date:
User ID Deleted | Disabled N/A Comments
Network/AD Account /" O O O
OA Account OA JKr" O O O
U8 Account /4 Jikr’ O O O
Feishu Account & 730+ O O O
Other A1t O O O
IT USE ONLY
#R1EA Activity Performed By: [ 1 Date:

4. 7% ¥i8 Additional Notes

FEK ]

Special Instructions:

IT USE ONLY

# 75 i W ALE S Additional
Notes/Comments:
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