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Version 1/09

	 All Sections Inside Double Lines Must Be Completed 
	For help with completing this form contact X1557

	Surname:      
	Given Name:      
	Operator ID:

     

	Position:      
	Department:      
	

	Email Address:      
	Contact Number:      
	Employee ID:      

	Is your appointment permanent?     
If no, indicate the date your appointment expires:   /  /    
(If the date that your contract expires is unknown you must advise the Systems Operations Officer (x1557) when you leave the University or change positions within the University.  The Systems Operations Officer should also be advised if the date indicated above changes;  failure to do so could affect your access to PeopleSoft.)

	I currently hold    FORMCHECKBOX 
 Purchasing Delegation  $                           FORMCHECKBOX 
 Financial Delegation $     
                            I wish to receive email notifications of worklist entries.   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	Please indicate ( ONLY those TASKS you are required to perform within PeopleSoft
(Most Department Users require tasks from the first line only)
 FORMCHECKBOX 
 Dept Inquiries and Reports   FORMCHECKBOX 
 Dept BI/AR Enquiries FORMCHECKBOX 
 Dept Budgeting  FORMCHECKBOX 
 Requisition Approval  FORMCHECKBOX 
 Procurement Officer – shared services  FORMCHECKBOX 
 Finance Officer – shared services
 FORMCHECKBOX 
 Financial Services Inquiries & Reports  FORMCHECKBOX 
 Senior Accountant  FORMCHECKBOX 
 Management Accountant   FORMCHECKBOX 
 Budgeting   FORMCHECKBOX 
 EOY Reporting
 FORMCHECKBOX 
 PO Processing  FORMCHECKBOX 
 AP Processing  FORMCHECKBOX 
 AP Supervisor   FORMCHECKBOX 
 Bill/ Assessment Processing  FORMCHECKBOX 
 AR Processing   FORMCHECKBOX 
 Bank Officer
 FORMCHECKBOX 
 AUDIT only  FORMCHECKBOX 
 Customer/Vendor Entry
 FORMCHECKBOX 
 Systems Management    FORMCHECKBOX 
 System Operations   FORMCHECKBOX 
 Workflow Admin   FORMCHECKBOX 
 System Tech Support   FORMCHECKBOX 
 Apps Server Admin

      Finance Approvals:     FORMCHECKBOX 
 Customers     FORMCHECKBOX 
 Vendors   FORMCHECKBOX 
 Journal Entry   FORMCHECKBOX 
 Journal Approval    FORMCHECKBOX 
 AP Pay Cycle  


When this form is processed by Financial Services, your Operator ID & USQ email address will be downloaded from HR, and you will be assigned a temporary system password.. You must change your password immediately. (Required format for password is 6 alpha and 2 numeric characters in any order and any case - refer Introduction Navigation & Reporting Manual.)

	Declaration:  
I understand that if I receive access to PeopleSoft Financials I will not divulge my Password and Operator ID to anyone, and I undertake to change my passwords at least every 90 days.  I understand that my Operator ID and Password are my electronic signature, and that I am legally responsible for any and all transactions entered under that operator code.  Any information entered into or extracted from PeopleSoft is strictly for official University business, as described by my Position Description or Contract.

Signature of Applicant:
Date:    /  /    


This registration request requires authorisation by your Dean, Department Head, Director or Manager.

	The above person requires the indicated access to PeopleSoft Financials, for the purpose of attending to tasks described in his/ her contract or position description.
Authorised by:
Position:         Date:   /  /    


(Finance Use Only)

I approve the above for access to P'Soft Fin:  ___________________
(Director, FR&B)
Date:____/_____/____
Operator Added by:  ___________________________    Date:______/______/______ Contacted Operator:   Y / N
Operator Roles:
( Auditor ( DEPTUSER  ( USQ Accountant ( Purchasing Officer ( Banking Officer ( BudgetUser  ( Journal Entry ( Customer Create ( Vendor Create ( BIAR Enquiry ( BILLAR ( Buyer ( Accounts Payable ( AP Supervisor 
 ( Systems Manager  ( Systems Operator ( Technical Support   ( Enter Other: ……………………………………………………
Approvals:  ( Journal Approval  ( Customer Approval  ( Vendor Approval  ( Req Approval ( Pay Cycle
( Operator Preferences     ( WorkFlow   (  ICT Job __________                         ( Training   ( Manuals

Operator Suspended by: _________________________________
Date:
___________________
ICT Notified (
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