UVA CS: Equipment Onboarding & Offboarding
Please fill in the fields below to initialize onboarding or offboarding equipment. Return the completed form to cshelpdesk@virginia.edu.

Below, please copy/paste the template as many times as needed for each respective device.

	A Serial Number (SN) can be found on the bottom or back of a given device and is printed on a label. A CS systems staff team member can assist if needed.

A CS Asset Tag is a white label with a barcode that reads “UVA Computer Science” with a number beneath the barcode.

The Hostname is the assigned name of the device and is assigned automatically if connected to the wired CS network. 

Otherwise
1. For Windows, go to About, then look for “Device name”

2. For Mac, using a terminal, type: hostname

3. For Linux, using a terminal, type: hostname


Device Template
	
	Details

	Process
	☐ Onboarding   ☐ Offboarding

	Device Type
	☐ Laptop   ☐ Desktop/Workstation   ☐ Other (specify): 

	Manufacturer
	e.g. Dell, HP, Lenovo, etc.

	Model
	e.g. ProLiant 1234, HP800, E16, etc.

	Serial Number
	e.g. abcd12345

	CS Asset Tag
(if present)
	e.g. cs12345

	Hostname
	e.g. Should match the asset tag generally

	Exception Required
	☐ Select if needed

	Exception Justification
	


Additional Notes
	Any additional comments or special considerations.


