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Section 1. Reason for Service Request 
Complete this section for all services.	
Reason for service request (Sections to be completed):
Section 2. Worker Requiring Service
Complete this section for all services.	
Worker's Status:
Has the worker ever been a DARS permanent employee, temporary employee, contractor, intern or volunteer?
Is the worker a supervisor?
Termination: If terminating, will the position be filled?
Section 2A. Name Change
Section 2B. Location Change
Section 3. Telecom Services
If you have questions, contact your Field Operation Specialist or DARS Telecom.       
Phone:
Call pick up number:
Voice mail:
Fax:
Modem:
Videophone:
Section 4. Computer Equipment
If you have questions, contact the DARS Help Desk at (512) 424-4357.            
Computer:
Note: Use DARS1260 to request standard software and hardware only. If a new or incumbent worker requires nonstandard assistive software, other nonstandard software, or other nonstandard technology, submit DARS1742, IT Centralized Purchase Request for Technology Exception for Hardware or Device, Software, and Network Storage Exceptions, at least three weeks before the date the technology is needed. See DARS Procurement Manual, Chapter 9: Central Requester Coordination Procedures, 9.3 Information Technology Central Requester Coordination Procedures for Technology Purchases, for more information.
Section 5. Software Application Access Coordinated by DARS FS Security¾Accounting
If you have questions, contact DARS FS Security¾Accounting.For ALL access requests, send original signed 70-233, Confidential Tax/Vendor Information Acknowledgment (CTIA) to DARS FS Security¾Accounting MC 3036.           
Add/Remove
Application
Description
USAS
SPRS
Attach completed DARS1279, SPRS Access Request Form.
SPA
Level number:
TINS
Treasury
HHSAS
See HHSAS Security for more information.
Section 6. Access to Software Applications
6A. Purchased or Non-DARS Applications
If you have questions, contact the DARS Help Desk at (512) 424-4357.            
Add/Remove
Application
Description
Email
Office 365 mailbox.
LAN group names	
Standard Screen Reader¾JAWS (network only)Note: Use DARS1742 to request stand-alone version.
Standard screen magnifier¾ZoomText
Assistive Software	
Standard voice recognition¾Dragon (for reasonable accommodation only)
Standard braille translation¾Duxbury (network only)
Note: Use DARS1742 to request stand-alone version.
Reason for Assistive Technology:
--Forward a copy to the HHS Civil Rights Office
Quality Center
Access to a web-enabled tool used for software quality assurance.
Secure file transfer request
Secure file transfer, such as Health and Human Services FTP or Globalscape.NOTE: Routed to Information Security Office (ISO)
Synergy
Access to Comptroller Report Viewer
CAPPS: Refer to instructions from Enterprise IT Division: HHSAS Security.
 
Enter CAPPS only for functions other than employee or manager, such as support staff that maintain organizational data in CAPPS. Employees and managers are automatically given correct access to CAPPS when added, terminated, or transferred.
Health and Human Services  Enterprise. This is for Help Desk record keeping only. The Help Desk is not
responsible for processing these forms. To get access, follow the form instructions
and submit the form to the
identified entity.
HCATS: Attach completed 
· HHSC Request for Applications and System Access (4743)· HHSE Computer User Agreement (HR0314)
Online Supply Ordering System (OSOS): Refer to the Non-Cost Pool section of the Office Supply web page for instructions about obtaining a user profile.
 6B. DARS Developed Applications
  OMB: Select role(s) for this application:
  For terminations, ensure that Office of Management and Budget entries are completed before the 
  effective termination date. 
Number
#
Roles
Roles
Production
Production
Training
Training
QA
Quality Assurance
Quality Assurance (QA)
Add/Delete Role
  TxROCS: See TxROCS User Guide
  User Role: Select one role per environment of the following user access roles:
Number
#
User Roles
Roles
Production
Production
Training
Training
QA
Quality Assurance
Quality Assurance (QA)
Add/Delete Role
   Administration Roles (Restricted): Select all that apply: 
Number
#
Administration Roles
Roles
Production
Production
Training
Training
QA
Quality Assurance
Quality Assurance (QA)
Add/Delete Role
  ReHabWorks: See ReHabWorks User's Guide Appendix J  - ReHabWorks User Roles
Number
#
Roles
Roles
Production
Production
Training
Training
QA
Quality Assurance
Quality Assurance (QA)
Add/Delete Role
Production
Production
Training
Training
QA
Quality Assurance (QA)
If Caseload Carrying Staff (CCS), enter the new caseload number, and if applicable, the old caseload number:
Division:
If DRS, is the position a Unit Program Specialist?
Case Types served by (assigned to) the new caseload:
Section 7. Comments
Section 8. Approval
Complete this section for all services
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