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Requesting Software (Computer Programs)

FCCS employees are initially provided with standard software solutions suitable
for performing their duties. This typically includes:
1) SACWIS
2) Microsoft 365
a) Word
b) Excel
c) PowerPoint
d) Outlook
e) SharePoint
f) Teams
3) Adobe Acrobat Reader DC

4) Specific software suitable to their duties and departments.

Procedures:
FCCS is licensed to use many other software products. If requiring additional
software to fulfill your job responsibilities:

1) Email the IT Service Desk at ITServiceDesk@fccs.us.
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a) Specify the software needed and provide details if known such as
version or release number.
b) Indicate the business purposes.
c) Immediate supervisor and Associate Director and up must approve.
d) The Director of IT must approve the request. Approval will be based
on consideration of factors including budget, agency policy, equity
of software across the agency, compatibility with existing
infrastructure, data and/or network security, strategic direction of IT,
alternative solutions, and other relevant factors.
e) The IT Director will approve or reject the request with an
explanation.
2) If the approved item is not already available, the agency’s purchasing
policy will be followed by the IT Department to obtain the requested item.
3) The IT Service Desk will track and process the approved request.
a) The IT Service Desk will provide the expected installation date. This
will depend on availability of the software and schedules of the
Service Desk personnel. Every effort will be made to provide the
item quickly.
b) A member of the IT Service Desk will call and set up a time to do the

installation. The software will be set up and tested.

Unapproved Software

For licensing and compliance purposes, software and software installations are
managed and monitored by IT. Staff are prohibited from installing software. Any
software that is not installed by IT will be discovered during routine asset
inventory scans and deleted. The employee and their supervisor will be notified if

this occurs.
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