	Username:
________
New:  FORMCHECKBOX 
  Existing:  FORMCHECKBOX 

Initials/Date:
________
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INFORMATION SERVICES DIVISION 


Registration for elevated access to RPS.
Elevated access to RPS is restricted to certain users so please contact RPS Support to find out if access is appropriate for you and to request a Registration form.
Instructions for completion of form:

Sections 1, 2 and 3: to be completed by, or on behalf of, the user.

Section 4: to be completed by Research Applications & Operations team in ISD.
User retains a copy

Please scan and email to rps-support@ucl.ac.uk or return to the address below.  For items marked with an *, see the Guidance notes at the end of the form.

1. User Details:

New User
 FORMCHECKBOX 


Existing User

 FORMCHECKBOX 

	Full Name
	
	UCL Email Address
	

	Department
	
	Date of Request
	

	Phone No/Ext
	
	Date Access to Start
	

	UCL Username*
	
	Date Access to End*
	


2. Access Details:
Access is requested for:  Statistician
 FORMCHECKBOX 


Research Manager
 FORMCHECKBOX 


Administrator
 FORMCHECKBOX 

	Please state why you require elevated access *:

 






3. User Signature:

I understand that elevated access to RPS will allow me to view information which may be regarded as sensitive.  I have read the UCL data protection policy (see below) and understand my obligations regarding the use of this data*:

	Signature:
	

	Date:
	


4. Authorisation: [only to be completed by Research Applications & Operations Staff]
I approve access for the user detailed in Section 1 with the access rights detailed in Section 2.

	Name:
	
	Signature:

	
	


Guidance for completing the elevated access registration form:
Section 1:

· Only existing and valid users of RPS can be registered for elevated access to RPS. If in doubt, please contact your departmental computer representative or ISD Service Desk.

· If access is required to complete a specific task (e.g. REF return information) please specify a date for access to end.  If access is required on an ongoing basis please specify this and provide details in section 2.  Unless otherwise requested, access will be for 3 months only.


Section 2:

· Please provide details of why you require elevated access to RPS.

Section 3:

· Details of the UCL Data Protection Policy can be found here:
· http://www.ucl.ac.uk/library/about/records-office/  


Section 4:

· This section should only be completed by a member of the Research Applications & Operations team.
Office use only
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