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	The Authorising Manager needs to complete this form and then fax it to ITS on 07 334 66686.
The form should also be used to remove access from users whose position or responsibilities have changed so that they no longer require that level of access.  

 

The  Authorising Manager for each type of user is as follows:

 

	Types of Aurion Access
	Authorising Manager

	Procurement Payables & Support 
	Deputy CFO or CFO, FBS

	Audit (ARMS)
	Information Systems Audit Manager, ARMS

	Continuing Appointments
	Associate Director, HRS & Business Analysis

	Course Coordinator
	Manager, Organisational Learning and Development

	  Data Warehouse Manager Access 
	School Manager or Head of School/Division

	Accounting & Reporting
	Deputy CFO or CFO, FBS

	Finance Officer
	School Manager or Head of School/Division

	HR Manager/Consultant/Advisor
	Associate Director, Client Services HR Division

	HR Officer
	Associate Director, Client Services HR Division

	Information Tech Services
	Supervisor or Manager

	Library
	Executive Manager, Library

	Financial Planning & Analysis 
	Deputy CFO or CFO, FBS

	Payroll/Superannuation Clerk 
	Associate Director, Client Services HR Division

	Payroll/Superannuation Officer 
	Associate Director, Client Services HR Division

	Contract and Grants
	Deputy CFO or CFO, FBS

	Research Training
	Director, RRTD or  Director, UQ Graduate School

	Staff Development Course Administrator
	Manager, Organisational Learning and Development

	Standard Enquiry
	School Manager or Head of School/Division

	TimeKeeper
Click Here  for list of Timekeeper Mailboxes
	School Manager or Head of School/Division

	Finance Reports (HR Portal)
	Deputy CFO or CFO, FBS

	ER Restructure (HR Portal)
	Associate Director, Employee Relations HR Division


	The Aurion System Administrator will then set up the user with the requested Aurion access and notify the user.

Note: Some types of users will not be given full access to Aurion until they have completed mandatory training.  This includes HR Managers/Consultants/Advisors/Officers, and Payroll and Employee Benefits Officers.  In these cases it is the responsibility of the relevant authorising manager to inform the HR Information System team when the user has successfully completed the mandatory training.


	SECTION A – Access Details

	 FORMCHECKBOX 
 Add higher level access

 FORMCHECKBOX 
 Remove higher level access

	Start Date
	     
	End Date (if necessary)
	     

	SECTION B – User Details

	Employee No
	     
	UQ User Id
	     

	Title
	     
	Given Name(s)
	     

	Surname
	     
	Phone No
	     

	Faculty/School/Division/Section
	     

	 FORMCHECKBOX 
 I am a new Aurion user
	 FORMCHECKBOX 
 I am an existing Aurion user and want the following access

             FORMCHECKBOX 
 In addition to current access
             FORMCHECKBOX 
 In place of current access
	 FORMCHECKBOX 
 I am a new Course Coordinator



	SECTION C –  Types of Access – available for staff 

	Access available for Admin/Finance staff and Managers

	 FORMCHECKBOX 
  Standard Enquiry
 FORMCHECKBOX 
  Data Warehouse

Manager Access 

(HR Data)

	 FORMCHECKBOX 
 TimeKeeper Finance Approver

If box is ticked, please supply information below;
	 FORMCHECKBOX 
  TimeKeeper Reports

       (HR Portal)



	
	Position Number:            
	

	
	TimeKeeper Mailbox:      
Please see  page 1 of this form or MyAurion - User Guides for the list of timekeeper mailboxes
	

	SECTION D – Access to Specified Organisation Units (enter Org Units)

	Org Unit No
	Org Unit Name
	

	     
	     
	 FORMCHECKBOX 
 Specific Org Unit
	 FORMCHECKBOX 
 “In and Below”

	     
	     
	 FORMCHECKBOX 
 Specific Org Unit
	 FORMCHECKBOX 
 “In and Below”

	     
	     
	 FORMCHECKBOX 
 Specific Org Unit
	 FORMCHECKBOX 
 “In and Below”

	SECTION E –  Types of Access- specific to positions and org units

	Access only available for staff in specific positions and org units 

	HR Division/Faculties
	Finance and Business Services

	 FORMCHECKBOX 
 HR Officer
	 FORMCHECKBOX 
 Financial Planning & Analysis 

	 FORMCHECKBOX 
 HR Manager/Consultant/Advisor
	 FORMCHECKBOX 
 Procurement Payables & Support

	 FORMCHECKBOX 
 Payroll/Superannuation Clerk
	 FORMCHECKBOX 
 Accounting & Reporting

	 FORMCHECKBOX 
 Payroll/Superannuation Officer
	 FORMCHECKBOX 
 Contract and Grants

	 FORMCHECKBOX 
 Continuing Appointments
	 FORMCHECKBOX 
 Finance Reports (HR Portal)

	
	

	Miscellaneous
	ER Restructure (HR Portal)

	 FORMCHECKBOX 
 Audit (ARMS)
	 FORMCHECKBOX 
 Update Access

	 FORMCHECKBOX 
 Research Training
	 FORMCHECKBOX 
 View Only Access

	 FORMCHECKBOX 
 Finance Officer
	

	 FORMCHECKBOX 
 Library
	Other – please specify      

	 FORMCHECKBOX 
 Information Tech Services
	

	 FORMCHECKBOX 
 Staff Development Course Administrator
	

	SECTION F – Authorising Manager

	I understand that by signing this completed form, I am authorising the above Employee to have the stated system access. I understand that it is my responsibility to advise ITS Helpdesk of any change in the user’s position or responsibilities that would affect the level and type of access granted.

	Approved By –  Authorising Manager

	Name
	      

	Job Title
	     

	Signature
	


