

[image: USY_MB1_RGB_1_Colour_Standard_Logo.tif]STUDENT ADMINISTRATION SYSTEMS USER ACCESS REQUEST FORM
Please complete and return this form to the Student Centre 
by fax 8627 8279 or in person to level 3, Jane Foss Russell building G02
	  APPLICANT TO COMPLETE:

	[bookmark: Check1][bookmark: Check2]I would like access to:   |_| Sydney Student     |_| FlexSIS      |_| FlexSIS Reporting Portal                                                                                                                                                         

		Surname: 
Staff ID:      
Staff UniKey:
Email:
Department/Faculty:
	Given Name(s):
Position:      
Telephone:
Building code:




	SYDNEY STUDENT 

		Select one or more activities that you perform: 
|_| Applications
  |_| Enquiries – general
  |_| Enquiries – research
  |_| Events
  |_| Scholarships
  |_| Sydney Courses (Editor)
  |_| Sydney Courses (Approver)
  |_| Other____________________
	Select your level or role:
|_| Administrator/Officer
|_| Manager*
|_| Research champion
  |_| Other_____________________
* Reporting access and ability to reassign workflows
	Remove your access to:
________________________
________________________
________________________
________________________




	FLEXSIS AND FLEXSIS REPORTING PORTAL

		Select your level:
	Select your role:

	|_| Browser
	|_| Faculty user senior +UoS
	|_| Credit role

	|_| Departmental user
	|_| Faculty user supreme
	|_| Faculty scholarship role

	|_| Faculty user 
	|_| Other
	|_| Research management

	|_| Faculty user senior
	
	|_| Other


Do you have a SecurID card to access the Finance or HR system? |_| yes |_|no
Serial number of SecurID card: _______________________            SecurID Login: ______________                 
Account code to be charged: _________________________             Finance Officer: _____________
Postal address: ____________________________________________________________________
(The token will be sent to this address)
If you have any SecureID queries please contact ICT Helpdesk on ext 16000 or email support@sydney.edu.au 

	CONDITIONS OF USE


	1. It is illegal to obtain access to data without authority ( penalty 2 years’ imprisonment)
2. It is illegal to damage, delete, alter or insert data without authority (penalty 10 years’ imprisonment)
3. I agree that I will not share my password with any other person other than authorised ICT staff or my supervisor and I will ensure that my password is secure.
I understand and agree to the conditions of use:
Applicant’s signature ___________________________________             Date:_______________

	HEAD OF DEPARTMENT AUTHORISATION:

	
This applicant is: 
|_| a new member of staff  or |_| an existing member of staff
I approve this user’s request to receive access to the relevant modules
	Name:

Signature: 
	Position(s): 

Department/Faculty 






This fax and its contents are confidential. Any unauthorised use is strictly prohibited. 
If you receive this fax in error, please destroy it and inform the sender. Thank you.
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