
Multiple Remedy ID/Profile/Designated Approver Request Instructions

These instructions provide information on filling out the Remedy Information tab.
If you have a single request, the request should be submitted directly into the External Remedy ID Request SRD. 

1. Fill in the Department at the top of the form (please do not use acronyms)
2. Complete one row per person
3. Once complete, save the file and attach to the Remedy service request

Column Name Description/Instructions
First Name Enter first name 
Middle Initial Enter initial for middle name (if applicable)
Last Name Enter last name
Phone Number Enter work phone number (include area code)
Email Address Enter work email address
Business Address Enter work address
Designated Approver Enter "Y" if this person will be a designated approver for the organization. Leave blank if 

No.
Enter the applicable action being requested for each person listed:
Add
Change
Delete

Department of Technology - Office of Technology Services (OTech)

Contact your Customer Account Lead with any questions.

Request Type

http://otech.ca.gov/Customers/default.asp
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Department Name :                                                                                                                                                                                                             
(no acronymns)

First Name

Middle 
Initial 

(if 
applicable) Last Name Phone Number Email Address Business Address

Designated 
Approver? 
(Y or leave 
blank if No)

Request 
Type
(Add, 

Change, 
Delete) 

Jane M Doe 916-555-5555 jane.doe@org.ca.gov 1111 Capitol Dr, Sacramento, CA 95815 Y Add

Department of Technology 
Multiple External Remedy ID/Profile/Designated Approver Requests

mailto:jane.doe@org.ca.gov
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