	

	UNIVERSITY OF SOUTH AUSTRALIA
Finance Unit FS22

REQUEST FOR FINANCE ONE ACCESS



	INSTRUCTIONS

	1. Training is mandatory prior to receiving all access except for Reviewing Invoices and ECR.  Please refer to the schedule of sessions to book into training. Please contact Daniela Kuckhahn on Ext: 22175 with any questions. 

2. Once you have booked into training, please complete this form and then forward to Nicola Fountain. Internal Mail, Finance Unit, IPC 101-06 or via email: Finance.Systems@unisa.edu.au
3. Confirmed Training Date(s):  


	


	APPLICANT DETAILS (please print clearly)

	New User (   /   Existing User  (

	Mr / Mrs/ Ms / Miss / Dr / Assoc/Prof (select one)
	Professional  ( /  Academic (

	Surname
	
	Employee ID

	First Name
	
	Ext No

	Email Address
	@unisa.edu.au
	

	Network Logon ID
	
	ORG Code 1   
___ ___ ___
	ORG Code 2   ___ ___ ___


	1. For VIEW ACCESS only

	· Enquiry access to all ledgers other than Payroll Ledger (to run online enquiries and reports)


	2. For TRANSACTIONAL ACCESS. 

	PURCHASING (To Create Purchase Orders)
(
Purchase Order Access

JOURNALS  (To Create Journals)
(
Journal Access

	3. For AP INVOICE WORKFLOW ACCESS. 

	CODING POOL (to code invoices)

  
(    Coding Pool Access:      
(    
Coding Pool Code(s): __________________
REVIEWING INVOICES
        (     Reviewer Access  (only required if you do not already have Coder/ Approver access)


	4. ECR Access

	(  ECR Access (Campus Central Staff Only)

	


	5. For BUDGETING TOOL, SALARY TOOL AND RESEARCH REV GEN (RRG) TOOL ACCESS. 

	1. BUDGETING TOOL 
  
(    ORG 1 Code __________      
(    
ORG 2 Code __________
(    FINREP4 Code(s) _________________________________________________________
2. SALARY TOOL
        (     ORG 2 Code  __________

	3. RESEARCH REV GEN TOOL 
  
(    ORG 1 Code __________       
(    
ORG 2 Code __________

(    FINREP4 Code(s) _________________________________________________________

Name and Signature of Manager: AU Finance is required for this access

Name: ______________________    Signature: _____________________________________

	

	6. PAYROLL LEDGER – restricted access – Provide level details below:

	ORG1 Code: __________________(Must be authorised by the relevant Enterprise Leadership Team)


ORG2 Code(s): ________________(Must be authorised by relevant Executive Director or Unit Director)

FinRep3 Code(s): ______________(Must be authorised by relevant Executive Director or Unit Director)
FinRep4 Code(s): ______________ (Must be authorised by relevant Executive Director or Unit Director)
Name and Signature of relevant approver for Payroll Ledger Access

Name: ______________________    Signature: _____________________________________


	AUTHORISATION

	
	
	
	

	Applicant’s Signature
	
	
	Authorised Supervisor’s Signature

	Date
	
	Ext No
	
	
	
	Date
	
	Ext No
	

	
	
	
	
	
	
	
	
	
	

	Applicant’s Name
	
	
	Authorised Supervisor’s Name
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