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EEBACS User Account Form 
      (A/E Staff and Construction Contractors)
U.S. Department
of Transportation
Federal Highway
Administration
EEBACS - 001
Rev 05/12/21
Request Type
User Type
User Information
EEBACS System Role Requested (See Appendix User Roles)
Stop:  After completing the form above, save the form and then
proceed to the next page (EEBACS Form 001A) for final completion and submission of the form
Division
To maintain system security, firms contracting with the Federal Highway Administration (FHWA)
are responsible for ensuring EEBACS accounts are disabled or deleted promptly after an employee
departure or reassignment.  Within 24-hours of this change, firms must submit an EEBACS Users
Account form requesting the employee's account be Disabled or Deleted.  This form must be
submitted to the FHWA Federal COTR for the contract.
EEBACS Form 001A - User's Handwritten Signature and Date
..\..\sign-here.jpg
I understand that I am authorized to access the system identified above and that accessing them for purposes beyond the Scope of Authorization is a violation of Federal Law (18 U.S.C. et al)
I certify my password will meet the DOT requirements and that I will protect all passwords issued to me and will not disclose them to
anyone.
User Responsibility Acknowledgement
Print this page only and sign legibly. After signing, scan to
 PDF and name it EEBACS-001A.PDF.  Email the EEBACS-001A.PDF file AND this entire form to the COTR for approval.
This concludes the completion of User Information Requirements.
EEBACS Component Lead Approval
I approve the access to EEBACS.
COTR Approval
I confirm that the contractor listed above needs access to EEBACS.
Stop:  After signing the form above, save and then email the form to your EEBACS Component Lead for approval.
STOP:  After signing the form, save and then email to 5-HelpExpress@dot.gov and 'cc your local Service Desk: 
cflhd.helpdesk@dot.gov, eflhd.servicedesk@dot.gov, or wflhd.servicedesk@dot.gov
Construction only:
For EEBACS and IT Administration Only
For Admin Only: To trigger the auto naming routine this form's name must begin with EEBACS-001
Request:
  INSTRUCTIONS 
Request Type 
         Check appropriate box: 
                  • New: For requesting a new EEBACS user account 
                  • Modify: To change an existing EEBACS user account (i.e. change assigned system role, change
                     Contact Label, or change address  - if contained within EEBACS). Note if an A/E staff user or
                     Construction Contractor has switched firms, the existing account must be deleted (archived) and
                     a new account must be established. 
                  • Disable: To disable a user's account. Immediately disable A/E Staff or Construction Contractor
                      user accounts when they no longer need access to EEBACS, i.e. when the assigned project is
                      completed or if they have left the firm. Ensure that the user to be disabled is not currently
                       work on other projects. This option is particularly useful for A/E Staff who are on IDIQ
                      contracts, but are not currently assigned to any active project. 
                  • Delete: To delete a user's account.  Select Delete when A/E staff users' IDIQ contracts
                            have ended or user has left the firm. Also select Delete when Construction Contractor user's
                      contracts are complete and new contracts are not anticipated.   
  
For EEBACS and IT Administration          
         Save form.  To trigger the auto naming convention this form must begin with EEBACS-001
         Also, save actual signature page (EEBACS Form 001A).  The actual signature page will
               be attached to the email as a separate scanned pdf.  Save actual electronic signature
               page file by "Saving as" the copied auto-named path from EEBACS from bottom of
               this form and adding "A" at the end of the filename.
              (ex. \\CFLPRNT2.CFLHD.LOCAL\COMMON\EEBACS\FORMS\-TESTUSERJANE-03062012-EEBACS001A.PDF)
  
          Note: This process only creates, modifies, disables, or deletes (archives) user accounts
          and user system roles. For project specific roles (project team membership) assignments,
          contact your COTR. 
8.2.1.4029.1.523496.503679
360-619-7600
March 26, 2012
Information Technology
WFLHD
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