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	PART I
	 Requester (IT Support) Information

	Name:
	
	 

	Phone:
	
	 

	Email:
	
	 

	Date Clock is Needed: 
	
	i.e., when do people need to start punching?



	PART II
	 Department Contact Information

	Department:
	
	

	Pay Rep Contact:
Person who does Kronos setup of employees using the clock
	
	Name:
NetID:
Phone(s): 


	Clock coordinator(s):
Person(s) to be contacted in case of problems and to arrange times to do maintenance on the clock.
	
	PRIMARY  PERSON name:
NetID:
Phone(s): 
Optional alternate person:

NetID:
Phone(s): 



	Person near the clock:
We may need to ask this person  to report on clock status (e.g., is it accepting punches?  Is there  power?)
	
	Name:
NetID:
Phone(s): 



	PART III
	 Clock Information

	Clock Number:
	
	For new clocks, the number will be assigned by Kronos Support team


	Clock Name:
	
	e.g., CL-Appel, DR-Risley, ATH-Barton, HTL-Banquets, FS-Electric


	Device/Terminal Group Name(s):
	
	Device Group can be assigned on employee people record; may be same as clock name and/or a group that includes multiple clocks; e.g., CL-Appel and CL-HSKG, DR-Risley, Athletics, Statler)  


	Clock Location:
Please attach a floor plan on page 2, indicating location for installation.
	
	Building name:

Facilities Building Code No:
Room number:

Additional description:


	NCS Incident Number:
	
	Building/Project coordinator submits request to NCS for data line and receives incident number

NOTE: Clocks normally are assigned a10-space subnet determined by CIT.  If the clock instead needs to 
be on a department subnet or DSL connection, please discuss with Kronos support.

	PDC Ticket Number:
	
	Building/Project coordinator submits request to PDC for electric and physical clock installation and receives ticket number



	CU Accounting Info:


	
	This accounting info is used for ongoing maintenance at clock (e.g., CU electrician charge to swap bad clock)

account:

subaccount:

object code:




	PART IV
	 To be Completed by CIT Kronos Support Team

	Jira Ticket:

Firmware Update Group:


	
	Ethernet
IP Address:    

Gateway:

Subnet mask:



For clock installations, attach a map of building floor plan with X for clock location.
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