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Please complete this form and forward to: Human Resources Information Management via mail: Lv3/101 Currie Street or email HR-IMTeam@unisa.edu.au
	Applicant Details

	Employee Id

	

	Family Name

Given Names
Position Title

Division

School/Unit


	Campus

Phone/Ext Number

Email Address

Network Username




	User Role Requested (see over for definitions)

	-   HR  Roles   -
Human Resources Administrator/Advisor

(
Casual Administration System User


(
Training & Development Administrator


(
Occupational Health, Safety and Welfare Officer

(
Payroll Officer                               


(
System Administrator                               


(

	· Other Roles   -
Accountant                  



(
School Manager/Executive Officer


(
Finance Administrator                                                      
(
Accounts Payable/Accounts Receivable                        
(
Travel Administrator                                                          
(
Audit (Assurance Services)                                                
(
IT Help Desk                                                                         
(
Records Management                                                                  
(
OR

Same access as (please specify ‘Staff Name’ below)               (                         

	Other (please specify)  OR Same Access AS ___________________________________________________________________________________________________________________

	Temporary Access Requirements (optional)

	(     Temporary – Dates of Temporary Access:          _____/_____/_______     to     _____/_____/_______


This signature represents an undertaking that the individual will use the information only in connection with their role in the University and subject to guidelines issued from time to time by the Unit managing the appropriate Information System and is aware of the University's rules for the use of Information Technology facilities.   

I agree to comply with the University policy guidelines and practices on security and confidentiality in relationship to any data to which I have access.

Applicant’s Signature





Date
	Authorisation

	Authorising Manager’s Name : _______________________________________________
	Signature : _____________________________

	(Head of School/Director of Unit)
	Date : _________________________________

	HR Manager’s Name : ______________________________________________________
	Signature : _____________________________

	
	Date : _________________________________

	System Administrator Use Only
System Access Granted :        myUniSA        (           EmpowerHR    (          CAS    (          
                                                    OHSW&IM    (       Authorised by (Senior Consultant: OHS&W)    _______________________________

	Access Level/Org Unit Granted : ______________________________________

Operator Code : ___________________________________________________

	      Date Training Attended : __________________

      Date User Notified : ______________________


	User Role
	User Role Access Description

	Human Resources Administrator/Advisor
	myUniSA: personal, occupancy, leave, qualifications, allowances, employer sponsored benefits, visa records, contact data, service award, induction, training and development, study assistance records.

EmpowerHR: Personnel Officer Role.

CAS: Casual Administration System or Enquiry.
	Uni-wide access to myUniSA. Access to EmpowerHR and CAS, allowing the administration and maintenance of University personnel  data for the user’s respective Organisational Unit/s. 

	Casual Administration System User
	myUniSA: personal, occupancy, qualifications, visa records, contact data, service award, induction.

CAS: Casual Administration staff contact.
	Access to myUniSA, and CAS allowing the administration and maintenance of the University’s casual personnel data in the user’s respective Organisational Unit/s.

	Training & Development Administrator
	myUniSA: personal, occupancy, qualifications, contact data, training and development.

EmpowerHR: Training and Development.
	Uni-wide access to myUniSA, and EmpowerHR allowing the administration of courses and course participants, and updating University personnel records with the completion of such course. 

	Occupational Health, Safety and Welfare Officer
	myUniSA: personal, occupancy, training and development.
OHSW&IM Injury and Hazard Management
	Access to myUniSA and OHSW&IM System allowing viewing access to hazard/incident records for the user’s respective Organisational Unit/s.

	Payroll Officer
	myUniSA: personal, occupancy, leave, qualifications, allowances, deductions, employer sponsored benefits, visa records, superannuation, contact data, service award, induction, training and development.

EmpowerHR: Payroll Officer or Supervisor

CAS: Human Resources
	Uni-wide access to myUniSA, EmpowerHR, and CAS allowing the administration of University payroll information.

	System Administrator
	myUniSA: personal, occupancy, leave, qualifications, allowances, deductions, employer sponsored benefits, visa records, superannuation, contact data, service award, induction, training and development.

EmpowerHR: System Administrator

CAS: System Administrator
	Uni-wide access to myUniSA, EmpowerHR, CAS, allowing the administration of user access to all Human Resource Management Systems (HRMS) and the extraction of relevant personnel data for reporting purposes.

	Head of School/Division/Unit
	myUniSA: personal, occupancy, leave, qualifications, allowances, contact data, service award, induction, training and development.
	Access to myUniSA, allowing the enquiry of personnel data for the user’s respective Organisational Unit/s.

	School Manager/Executive Officer
	myUniSA: personal, occupancy, leave, qualifications, contact data, service award, induction, training and development.

CAS: Enquiry only.
	Access to myUniSA and CAS, allowing the enquiry of personnel data for the user’s respective Organisational Unit/s.

	Accountant/Finance Administrator
	myUniSA: personal, occupancy, leave, allowances, employer sponsored benefits.

CAS: Enquiry only.
	Access to myUniSA, allowing the enquiry of personnel data for the user’s respective Organisational Unit/s.

	Accounts Payable/Accounts Receivable
	myUniSA: personal, banking, contact data.
	Uni-wide access to myUniSA allowing the verification of personnel banking data assisting in the University’s accounts processes.

	Audit (Assurance Services)
	myUniSA: personal, occupancy, leave, qualifications, allowances, visa records, contact data, service award, induction, training and development.

CAS: Enquiry only.
	Uni-wide access to myUniSA, and CAS allowing the verification of personnel/payroll data assisting with the University’s internal audit processes. 

	Travel Administrator/IT Help Desk/Records Management
	myUniSA: personal, occupancy, contact data.
	Uni-wide access to myUniSA allowing the verification of personnel data.



