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0.3 Distribution / Circulation

This Standard Operating Procedure is available at relevant functions for authorized users.

1.0 PURPOSE

The purpose of this procedure is to outline the process of creating an email address in the cuea.edu
domain.
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2.0

SCOPE

This procedure is applicable to Email account creation for all CUEA staff

3.0

3.1

4.0

4.1
42

5.0

REFERENCES

CUEA Quality Management Manual.

DEFINITION OF TERMS

Email Creation — Allocating a CUEA employee an email according to Email Policy.
HOD - Head of Department

PRINCIPAL RESPONSIBILITIES

Head of ICT, together with the HR Manager shall be responsible for the adequacy and effective
implementation of this procedure.

6.0

6.1

6.2

6.2.1

6.2.2

6.3

METHOD

The user shall fill the email request form (CUEA/DVC ADM/ICT/01/fm01 ) provided and take it
to the HOD for approval.

The HOD shall consider the request and ascertain completeness and if user is a permanent /
contract / part-time employee within two days.

If the request is not approved then the HOD informs the user.
If the request is approved the form is forwarded to the email administrator.

The email administrator creates the email account
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7.0 APPENDICES

7.1 Context

7.1.1 External / Internal Factors

(a) External Factors

Identified Risk / Opportunity

()

(ii)

(ii1)

(b) Internal Factors

Identified Risk / Opportunity

(1) N/A

(ii)

(ii1)

7.1.2 Relevant Interested Parties

Party Needs and Expectations
@) Human Resources Department
(i1)
(ii1)
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7.2  RISKANALYSIS AND CONTROL

No |Risk

Cause

Risk Assessment

Likelihood

Impact

Likelihood /
Impact

Risk
Level

Control / Treatment

1. |Staff missing out on

communication via Email

1

1

1

Low

Low

High

Medium

Medium

R ININWIN

WiIN W W -

Wik O|N

Low
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7.3  REQUIRED ORGANIZATIONAL KNOWLEDGE

System administration of the G-suite Platform

7.4 PROCESS MAP

PLAYERES

s

HOD

hail Adminksirator

ACTIWVITIES

Fill request form

T

Considers request by
chooking ; compheteness, type

of employes

permanentocontractusal, part-

iy

Craate Emall
Acoount and

APPENDIX A: PROCESS MAP

Communlcates

comimwsnicate o
stafl member
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7.5 EMAIL ADDRESS REQUEST FORM

APPENDIN B: EMAIL ADDRESS REQUEST PRy
THE CATHOLIC UNIVERSITY OF EASTERN AFRICA

A.M. E. C. E. A.

HCT DEPARTMENT

Email Address Reguest Form

Applicant’s Information

Ao
Pl serimes:
[ Férs LTF)
Department:
hlobile Mo: A ltermate Email Auddress:
Signature: Dt

Head of Departmewt ™ nmes:
Ll Fit (2]
Signature: Diavte: Offecial Somp

iy apoeore U seemiber of staflf ls on persmaie il oF o ek i a alre CEsiFEeT e e i
CrEAL

COrffecial Use Only

Faquest form Received om: [Dhate:
Applicant’s new CLUTEA . FIFL Email Acddness:
Email Address croated by : Signahare Drape
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