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	STATE OF ILLINOIS

SharePoint Enterprise Service Request 



	Agy Tracking Num:
	
	Urgency:
	Low
	
	Medium
	
	High
	

	Fiscal Year
	
	Requested Completion Date:
	

	ESR Number:
	


Note: Instructions are located at the end of the document.  To use SharePoint, the end user must have a Standard SharePoint Client Access License (CAL).  This is a part of the Microsoft Enterprise Agreement (MSEA) Standard and Professional offerings (Not the Basic version).  The exception to this requirement is if the site is offered to the General Public.  By submitting this ESR, you are stipulating that the users addressed by this form have the appropriate Licenses.
	Requested For Information

	Name:
	

	Phone:
	

	Region (Agency):
	

	Address
	

	City
	


	Task Coordinator Information  

	Name:
	

	Phone:
	


	Requested By (Must be approved by IT Coordinator on file with BCCS)  

	Approved by:
	

	Date Approved:
	


Standard Service Offering

	Request Creation of a Site Collection  

	Agency:
	

	Location (See definitions

below):
	partner.illinois.gov
	
	Anonymous
	
	Size in Gigabytes (50 Max):
	

	
	portal.illinois.gov
	
	
	Size in Gigabytes (50 Max):
	

	
	intra.portal.illinois.gov
	
	
	Size in Gigabytes (50 Max):
	

	
	Vanityname.illinois.gov
	
	Anonymous
	X
	Size in Gigabytes (50 Max):
	

	
	Test Farm
	
	
	Standard size is 1 gigabyte.
	1

	
	Mysites.illinois.gov
	
	
	Standard size is 1 gigabyte.
	1

	URL Name requested (See URL Name Section below):
	

	Managed Path:
	

	Managed Path Type:
	Implicit
	
	Explicit
	
	

	Person who will be the Site Collection Administrator

	Name(s) / Phone:
	

	Description of the purpose of the site:
	

	FQDN:
	

	Authentication
	Kerberos
	
	NTLM 
	
	

	Include / Exclude from SharePoint Portal Indexing (Default = Included):

	Requested Template:
	Blank Site:
	
	

	
	Collaboration Portal:
	
	

	
	Publishing Portal:
	
	


	Change Space Allocation to an Existing Site Collection  

	Site Collection name:
	

	New Size in Gigabytes (50 Max):
	


	Change Ownership of an  Existing Site Collection  

	Site Collection name:
	

	New person’s name:
	


Enterprise Service Offering Features

	Microsoft Performance Point / ProClarity Product  - USAGE

	Data Source Creator
	List name(s):
	

	Creator
	List name(s):
	

	Power Reader
	List name(s):
	


This product requires a separate Client Access License (CAL). If requestor does not have, but wishes to purchase, appropriate licenses, please indicate the number of licenses to be purchased(See the Microsoft Enterprise CAL section below); BCCS will procure the licenses and the Agency will be billed accordingly. By submitting this request, the requestor is stipulating that the individuals listed above have (or after the number of licenses above are ordered will have) the proper licenses.  If appropriate licenses cannot be verified, BCCS will procure the needed licenses and the Agency will be billed accordingly. 

	Microsoft Performance Point / ProClarity – Data Source Locations

	Location(s) of files to establish the trusted relationship and location of Data sources, SQL Database or OLAP cubes(See instructions):
	Add
	
	Remove
	
	

	
	


This product requires a separate Client Access License (CAL). If requestor does not have, but wishes to purchase, appropriate licenses, please indicate the number of licenses to be purchased(See the Microsoft Enterprise CAL section below); BCCS will procure the licenses and the Agency will be billed accordingly. By submitting this request, the requestor is stipulating that the individuals listed above have (or after the number of licenses above are ordered will have) the proper licenses.  If appropriate licenses cannot be verified, BCCS will procure the needed licenses and the Agency will be billed accordingly. 

	Microsoft Performance Point / ProClarity Product  - REMOVE ACCESS

	List name(s) of the individuals you wish access to be removed:
	


This product requires a separate Client Access License (CAL). If requestor does not have, but wishes to purchase, appropriate licenses, please indicate the number of licenses to be purchased(See the Microsoft Enterprise CAL section below); BCCS will procure the licenses and the Agency will be billed accordingly. By submitting this request, the requestor is stipulating that the individuals listed above have (or after the number of licenses above are ordered will have) the proper licenses.  If appropriate licenses cannot be verified, BCCS will procure the needed licenses and the Agency will be billed accordingly. 

	Excel Services  

	Location(s) of files to establish the trusted relationship and data connection libraries (See Instructions):
	Add
	
	Remove
	
	

	
	


This product requires a separate Client Access License (CAL). If requestor does not have, but wishes to purchase, appropriate licenses, please indicate the number of licenses to be purchased(See the Microsoft Enterprise CAL section below); BCCS will procure the licenses and the Agency will be billed accordingly. By submitting this request, the requestor is stipulating that the individuals listed above have (or after the number of licenses above are ordered will have) the proper licenses.  If appropriate licenses cannot be verified, BCCS will procure the needed licenses and the Agency will be billed accordingly. 

	InfoPath  

	Location(s) of forms templates to be uploaded (See Instructions):
	Add
	
	Remove
	
	

	
	


This product requires a separate Client Access License (CAL). If requestor does not have, but wishes to purchase, appropriate licenses, please indicate the number of licenses to be purchased(See the Microsoft Enterprise CAL section below); BCCS will procure the licenses and the Agency will be billed accordingly. By submitting this request, the requestor is stipulating that the individuals listed above have (or after the number of licenses above are ordered will have) the proper licenses.  If appropriate licenses cannot be verified, BCCS will procure the needed licenses and the Agency will be billed accordingly. 

	Enterprise Search

	Location(s) of Content Sources: Web Sites, File Server(s) or BDC (See Instructions):
	Add
	
	Remove
	
	

	
	


This product requires a separate Client Access License (CAL). If requestor does not have, but wishes to purchase, appropriate licenses, please indicate the number of licenses to be purchased(See the Microsoft Enterprise CAL section below); BCCS will procure the licenses and the Agency will be billed accordingly. By submitting this request, the requestor is stipulating that the individuals listed above have (or after the number of licenses above are ordered will have) the proper licenses.  If appropriate licenses cannot be verified, BCCS will procure the needed licenses and the Agency will be billed accordingly. 

	Business Data Catalog (BDC)

	List the Application(s), Entities and Permissions (See Instructions):
	Add
	
	Remove
	
	

	
	


This product requires a separate Client Access License (CAL). If requestor does not have, but wishes to purchase, appropriate licenses, please indicate the number of licenses to be purchased(See the Microsoft Enterprise CAL section below); BCCS will procure the licenses and the Agency will be billed accordingly. By submitting this request, the requestor is stipulating that the individuals listed above have (or after the number of licenses above are ordered will have) the proper licenses.  If appropriate licenses cannot be verified, BCCS will procure the needed licenses and the Agency will be billed accordingly. 

	Microsoft Enterprise CALs (Excel Service, Enterprise Search, InfoPath and Business Data Catalog, Performance Point  - REQUEST CALs

	Requested Number:
	
	List names and Asset Tag Numbers
	


	Microsoft Enterprise CALs  - REMOVE ACCESS

	List name(s) of the individuals you wish access to be removed:
	


	Dependencies – Please list any other ESR’s that this ESR is tied to.

	


	Additional Comments – List any additional information that may be helpful that is not covered above.  

	


	BCCS Internal use only

	Technician Completing Work:
	

	Date Completed:
	

	Comments:
	

	Increase of Test Farm Space
	


Instructions
Overall

If your request does not concern any of the above areas, please complete a generic ESR request located on the BCCS website.  Please enter the Urgency of the request, ah Agency tracking number (optional). 
For the information above the ‘Standard Service Offering’ section, please refer to the ESR Instructions document located on the BCCS website.  

Agency

Please list your Agency.
Choosing a Location
Partner.illinois.gov

If you require users that are not a State Agency, you will need to use the partners.illinois.gov location.  No access to internal locations is permitted in this web application.  Internal users can access this location.

Portal.illinois.gov

If your user base is only your State Agency, then you need to use the portal.illinois.gov web application.  No External users are permitted into this location.

Intra.illinois.gov

If you user base goes across multiple Sate Agencies, you need to use the intra.portal.illinois.gov web application.

Test Farm

This is a location that is used to develop changes and once working correctly, migrate them to the Production environment.  Testing is for internal use only; no external users will be allowed access to the test farm.  You are limited to one gigabyte for testing.
Mysites.illinois.gov

These are personal portals for users.  These are restricted to one gigabyte in size.  If you want to use this option, please attach a list containing the individuals names and AD login name.

Vanityname.illinois.gov
These are sites where a special name is required.  An example is www.illinois.gov.  The illinois.gov is a required part.  This is for external use only.  Authentication can NOT be used.  Only anonymous access is permitted.

Please list the number of Gigabytes of storage to be allocated.  You will be billed for the entire allocation, regardless of usage.  The Test Farm is limited to one gigabyte.  If you need additional space for your test farm, please submit justification to the Service Owner.

Test Farm Size

If you need more than one gigabyte of space, please list your justification in the additional comments section.

MySites

If you need more than one gigabyte of space, please list your justification in the additional comments section.

Site Collection URL Names
The Agency prefix will precede the selection marked in the Location selection.  The name will appear after the location selection.  For example, If EPA requested a site called Water to be located in the partner.illinois.gov web application, the URL would be http://epa.partner.illinois.gov/water.  The exception to this rule is for items that reside in the intra.portal.illinois.gov.  These will not have an Agency prefix preceding the location.  For example, a training site has been set up to aid in providing information to end users.  This location is called intra.portal.illinois.gov/training.  This site can house any on-line training an Agency wishes to develop.
Managed Path, type, implicit and explicit

By defining managed paths, you can specify which paths in the URL namespace of a Web application are used for site collections. You can specify that one site collection or more than one site collection exists at a specified path. For example, an explicit path of hr indicates that the URL http://server/hr is a site collection; whereas a wildcard path of "sites" indicates that child URLs of http://server/sites/, such as server/sites/team, are site collections
Site Collection Administrator

This is the person who will be responsible for maintaining this site collection.  Specific duties can be found on the Service Site.
Purpose

Please describe the purpose of this site.

FQDN

Based on 3 digit Agency Code, Location, and Managed Path.
Authentication

All users must reside in an approved Active Directory.  Once a user is established, the Site must use Kerberos or NTLM.

Kerberos

Required for Performance Point, Reporting Services, and use of remote web services. This method passes the user ID through to the application.  Workstations / Laptops must be a part of the internal domain (If you are not sure, please contact Network Services).
NTLM
Default setting.  ID is NOT passed through.
SharePoint Indexing

Do you want your site to be located through searches?  The default is yes (include)

Template

The Blank template gives the most flexibility, and requires the most work for the Agency Site Collection and Agency Site Administrators to develop and is most common for general collaboration.  A collaboration site comes with a pre-defined set of web parts designed to enhance the ability to collaborate on projects, initiatives, etc.  The web parts can be moved, deleted or additional parts added.  This is the most common type.  A Collaboration Portal comes with a pre-defined set of sub-sites and web parts that would be appropriate for a corporate intranet or employee portal.  A Publishing Portal is designed for individuals to prepare content that must be approved by one or more approvers prior to the content being visible to other users.

Change Space Allocation
Please list the Site Collection name that is to changed and the new size.  You must maintain at least one gigabyte of free space.  If your request would put you below this level, the requested will be rejected.  If there are questions, please contact your Agency Site Collection Administrator to verify site usage.  Changes to the test farm or my sites will require the request to be approved by the SharePoint Governance team.  Please attach supporting justification.
Change Ownership

Please the Site Collection name and name of the new individual.  This is the person who will be responsible for maintaining this site collection.  Specific duties can be found on the Service Site.

Microsoft Performance Point / ProClarity – Usage 
Individuals that are involved in the Development Process must have an End User CAL.  These are for the roles of Data Source Creator, Creator and Power Reader.  Please list the name of the individuals and their Asset tag numbers to their computers.  NOTE: The role of Admin is restricted to BCCS Staff only.

Microsoft Performance Point / ProClarity – Data Source Locations

This product requires BCCS to define location to find Trusted File Location, Data Sources, SQL Databases and OLAP cubes.  This requires that the site use Kerberos for authentication (See Authentication Section).  It is recommended that the Agency try to minimize the number of locations of data.  Once a location is created, all items at that location become eligible for being used by Performance Point.  By reusing existing locations, the Agency can generate information to be consumed quicker.
Microsoft Performance Point / ProClarity – Request CALs

Please list the number of CALs and who they will be assigned to.  It is permissible for the Agency to have extra CALs on hand to allocate using the Usage section above.

Microsoft Performance Point / ProClarity – Remove Access

Please list the names of the individuals that you wish to remove from access to the Performance Point ProClarity server.  The CALs for these individuals will become available to be used within the Agency.

Excel Services
In order to use this feature, the location of the source spreadsheets must be identified, this location cannot be a individuals private drive or a my site location.  This feature requires the end users to have ‘Enterprise SharePoint CALs’.  These can be obtained using the Microsoft Enterprise CAL section.
InfoPath

The location where we can find the Form templates that need to be loaded to the forms server.  This must be in a location that we have access to.  This feature requires the end users to have ‘Enterprise SharePoint CALs’.  These can be obtained using the Microsoft Enterprise CAL section.

Enterprise Search

Please list the location of the content you want to have indexed.  If these are a web site, list the complete URL.  If this is a File server, list the complete path (i.e. //CMS084MOB3/TECHDB), If this is a Business Data Catalog (BDC), list the name of the Catalog.  This feature requires the end users to have ‘Enterprise SharePoint CALs’.  These can be obtained using the Microsoft Enterprise CAL section.

Request Microsoft Enterprise Client Access License (CALs)

Use this section to request the number of MS Enterprise CALs you need for your Agency.  You will need to list the individual’s names and asset tag numbers.  If this is a large number, you can use an attachment (i.e. Excel Spreadsheet, Word Document).  The Attachment must contain the above information.  You will receive a Pass through bill for the Licenses from BCCSs Business Services unit.  This is an annual charge and no credit is given for partial usage.
Remove Microsoft Enterprise CALs.

Use this section to remove users who no longer need Enterprise CALs.  This will allow the License to be re-issued or will reduce the Agency’s annual charge.  No credit is given for partial usage.
Business Data Catalog

TBD  This feature requires the end users to have ‘Enterprise SharePoint CALs’.  These can be obtained using the Microsoft Enterprise CAL section.

Dependencies

Please list any dependencies to other activities that are not covered as part of this ESR.  If they are related to other ESR(s), please list the ESR number(s) and indicated if this ESR should be completed prior to or after the additional ESR(s).
Additional Comments

Please list any information that you feel BCCS will need that is not covered above.  This could be who to contact when the ESR is completed, who to contact if problems arise during deployment, etc.
BCCS Internal Use Only

This section is used by BCCS to complete it tasks.
SharePoint ESR Template Version 1.0                                                                                                              Page 1 of 8


[image: image1.jpg]