Attachment



Career Transition System User/Hardware


Regional Request Form

This information is required in order to gain access to the Career Transition System (CTS) and to obtain hardware for those Career Transition (CT) Specialists who do not have either a new OASIS or a CDSS desktop/laptop.  All of the information requested must be provided; otherwise the process of access and delivery will be delayed.  Once completed, please e-mail your survey to cdssctshw@jcdc.jobcorps.org or fax to the attention of Nancy Summerville at 512-393-7228. 

Regional CT Point of Contact ___________________________

Regional CT POC E-mail
___________________________

Regional CT POC Address
___________________________

Regional CT POC Phone
___________________________

Regional CT POC Fax
___________________________

In the first table below, please list all of your CT offices. These are offices other than the address that you listed above in which staff are located. If you have an office for which the JCDC has not assigned a code, please indicate by leaving the ACT Office Code@ field empty. A code will be assigned and you will be notified. If you have old codes that are no longer used, please do not list them. This information will be used to update JCDC records. 

NOTE:
 These addresses will be used for mailing hardware and separation checks as needed.  Please list your main or master office first on the list.  Please attach another page to this document if you have more offices.


CT Offices in your Region
	CT Office Code
	Address
	City
	State

(Abbr)
	Zip
	Phone

(000-000-0000)
	Fax

(000-000-0000)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


The next table is to be used to list your active staff and to indicate CT hardware needs. Staff that already have a CDSS login will receive the same login for CTS. This will ensure that staff retain their current caseload. Hardware will be shipped to the address associated with the CT office code that you assign to the staff in the first column. In the column labeled ARole,@please indicate the access level in which you would like the staff to be set up by entering AManager@ or ASpecialist.@
In the column labeled AHardware Required,@ please indicate the type of hardware that is preferred for this staff. Staff may choose between a Remote Laptop, Remote Desktop or LAN Desktop (if located on a Job Corps Center). Staff who already have access to existing hardware which connects them to the Job Corps WAN (Wide Area Network) do not need additional equipment.   Some examples of equipment already on Job Corps WAN are CIS Office Automation workstations, CDSS laptops and desktops (both remote and network), or Learning Resource Center (LRC) Lab workstations.  If no hardware is needed for a staff person, please indicate by leaving the column blank. Please do not list or request hardware for positions that are not currently filled. 


CT Staff in your Region
	CT Office Code
	Last Name
	First Name
	Role
	Hardware Required
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