SAP08: SAP Finance change of authorisations
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Send completed form to: Systems Access, ICTS on Main, 7 Main Road, Mowbray 
Queries: Systems Access, icts-helpdesk@uct.ac.za.
Note:


· This form is to be used to change current authorisations only - this includes fund/CO reporters changing departments.

· This form is not for:


- 
Purchasers changing departments – complete SAP01.


- 
New SAP users, or those who have been inactive for more than a year - complete appropriate training form.
This is available from SAP training, under Training at www.icts.uct.ac.za
· 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-systemsaccess@uct.ac.za if you need to be unexpired.

· 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 User ID.


A. PERSONAL DETAILS (To be completed by applicant)

	Surname
	
	First name
	

	SAP user name
	
	Staff no.
	

	Faculty / PASS dept
	
	Department / Section
	

	Contact telephone no.
	
	Position
	

	Contact e-mail 
	

	Are you moving departments?
	YES (   NO (

	Old department
	
	New department
	
	


B. EVALUATION INFORMATION

	Is the person employed on a temporary basis?
	YES (   NO (
	If yes, end date of contract
	

	C. CHANGE TO SAP FINANCE ACCESS (Tick appropriate box. If required, list additional fund centers or cost center groups on separate sheet)

	(
	C.1. EXISTING UCT FM REPORTER REQUIRING CHANGE TO AUTHORISATIONS (Go to Section D)

	(
	C.2. EXISTING UCT PURCHASER REQUIRING CHANGE TO AUTHORISATIONS (Go to Section D)

NB This does NOT include purchasers changing departments – please complete SAP01.

	(
	C.3. EXISTING UCT CO REPORTER REQUIRING CHANGE TO AUTHORISATIONS (Go to Section E)

	D. FUND CENTRE ACCESS (To be completed by Faculty/PASS finance manager & signed by fund holder)

	 Add 
	 Remove
	Fund Center
	Reporting
	Purchasing
	Salary access
	Fund holder name
	Fund holder signature
	Date

	(
	(
	
	( 
	(
	(
	
	
	

	(
	(
	
	( 
	(
	(
	
	
	

	(
	(
	
	( 
	(
	(
	
	
	

	(
	(
	
	( 
	(
	(
	
	
	


E. COST CENTRE GROUP ACCESS (To be completed & signed by Faculty/PASS finance manager)

	Cost Centre Group
	CO access agreed & signed off by Faculty/PASS finance manager

	ADD
	
	
	
	
	

	REMOVE
	
	
	
	
	

	Real Internal Order access
	ADD ( REMOVE (
	

	Salary viewing access
	ADD ( REMOVE (
	


F. MANAGEMENT AGREEMENT

	Please change the SAP finance authorisation for the above named person, in accordance with their departmental responsibilities.

	HOD name
	
	Signature
	
	Date
	

	Faculty/PASS finance manager
	
	Signature
	
	Date
	


G. PROCESSING (For office use only)

	SAP authorisation changed and communicated? (Systems Access)
	Signature
	
	Date
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