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                           SAP03 – SAP functional user

A. INSTRUCTIONS

	1. Ensure ALL fields (sections B-F) are completed and ALL relevant signatories have signed this form. You may submit this form in advance of a new staff member’s arrival at UCT to ensure that approvals are processed and training is scheduled for as soon as possible after their arrival.

2. All new SAP users are required to attend the SAP Foundation and Overview of SAP Reporting courses at UCT. The Course Administrator will contact you to book training courses and will issue your SAP user name when training is complete. (For more information go to SAP training under Training at www.icts.uct.ac.za) 

3. Send the form to the relevant Approver in the Section approval column (see section G below) 

4. If approving the application, the Approver must then forward the form to: 
Either the Course Administrator, Room 240, Bremner Building, for new users to be booked on the SAP courses
Or Systems Access (SA), Room 201A, ICTS on Main, 7 Main Road, Mowbray, Fax (021) 650-4337 for authorisation updates.


Note: If any of the following access is required, the relevant request/s in Service Now must be completed. 
	Access to..
	 is requested via the..
	Tick below if completed for user 

	Purchasing
	 SAP01 Service Now request
	 

	Funds Reporting
	 SAP02  Service Now request
	

	Controlling
	 SAP04  Service Now request
	


General user access has a formal training requirement and is therefore not assigned via a composite role (SAP03 form), but directly to the user on completion of training.
SAP Access Policy: It is a breach of conduct to disclose a username and password to anyone. Users are held accountable for all transactions performed against their UserID.
Note: ICTS SAP inactive user expiry policy: At the beginning of each month, any existing user who has not logged onto SAP in the previous 2 months will be expired. Contact icts-helpdesk@uct.ac.za if you need to be unexpired.

B. PERSONAL DETAILS OF USER

	Full name
	
	Position
	

	Staff no. (If available)
	
	Department
	

	Telephone
	
	E-mail
	


C. UCT USER CATEGORY

	UCT user category

(Tick one)
	NEW
	
	PREVIOUS 

(used SAP at UCT )
	
	EXISTING

(current user)
	


	If you ticked NEW/PREVIOUS, state date of arrival at UCT 
	
	


	If you ticked PREVIOUS/EXISTING, state SAP User Name
	


If you ticked PREVIOUS, what type of user? 

	Functional (HR)
	
	Functional (finance)
	
	End user (purchaser/reporter)
	


	Date of last use of SAP at UCT 
	
	


D. EVALUATION INFORMATION
	Is the person employed on a temporary basis?
	Y
	
	N
	If Yes, end date of contract
	


E. AUTHORISATION INSTRUCTIONS 
To be completed by the Head of Department (HOD). Enter the composite role, based on the job function, to be assigned to the user. 
(See: Completing authorisation instructions)

	Composite Role
	


F. MANAGEMENT AGREEMENT

	Please Note:  Your signature indicates that:

1. The person named on this form has a legitimate requirement to use SAP and the access requested is in accordance with his/her departmental responsibilities.

2. You will free this person up to receive SAP training in accordance with his/her responsibilities. 

	HOD name
	
	Signature
	
	Date
	

	Faculty/PASS finance manager (not required for HR applications)
	
	Signature
	
	Date
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The signature represents that the relevant role may be assigned to the user and that applicable training has been arranged. 
Note: Contact Systems Access if access to TST is required for training.  
	Section Approval
	Role Approver
	Signature
	Date



	SAP Business Consultant - Human Resources
	Siobhan Evans
	
	

	Director – Systems Division
	Richard Van Huyssteen
	
	

	Head - Assets Accounting, General Ledger
	Noluvuyo Mafusini
	
	

	HOD - Procurement and Payments
	Robin Golding
	
	

	Manager - Accounts Payable
	Pascal Jonathan
	
	

	Manager - Accounts Receivable, Sales Invoicing and Receipting
	Roy Dharamdev
	
	

	Manager - Fees
	Yolokazi Quwe
	
	

	Manager - Finance, Funds Management
	Lesley Haddow
	
	

	Manager - Materials Management
	Robin Golding
	
	

	Manager - Plant Maintenance
	Ashley Bell
	
	

	Manager – Treasury
	Job Kaira
	
	

	Systems Division, SAP Support
	Glenn Hurlow
	
	

	Team Leader – Systems Division, Content Architecture
	Jenny Wood
	
	

	Team Leader – Systems Division, Systems Access
	Tina Seale
	
	

	Course Administrator - 

Foundation & overview training complete
	
	
	

	SAP Authorisation - 

User account created/edited
	
	
	



Procedure: Completing authorisation instructions (section E)

Introduction

There are two websites (see below) which list SAP roles and transactions for Human Resources and for Finance and Services departments. These websites show all the SAP roles used at UCT and their associated transaction codes. 

Procedure

1. Open one of the following websites to determine which composite role is required by the user: 

· SAP roles and transactions: Human Resources department (http://help.uct.ac.za/sapfsf/roles/roles_transactions_hrm.htm)
· SAP roles and transactions: Finance and Services departments (http://help.uct.ac.za/sapfsf/roles/roles_transactions_fi.htm)
2. Follow the instructions on the website to find the composite role to be assigned.
3. Enter the composite role into the table in section E. See: Procedure: Displaying roles by user name (in Finance and Services or Human Resources help).
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