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  Existing:  FORMCHECKBOX 

Initials/Date:
________
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HUMAN RESOURCES DIVISION 
HUMAN RESOURCES INFORMATION OFFICE

Registration for access to the HR Reporting module through the MyView SelfService application (DAM)
Instructions for completion of form:

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

Sign the declaration in section 3 relating to policies available here
www.ucl.ac.uk/isd/staff/admin_systems/registration/
Section 4 to be completed by Head of Department or Faculty Manager.
The completed form should then be returned to:

HR Systems and Business Process, 2nd Floor, Bidborough House, 38-50 Bidborough St, London WC1H 9BT
1. User Details:

	Full Name
	

	Phone No/Ext
	

	ISD Username
	

	E-mail address
	

	Date Access to Start
	


2. Access Details:
	Department required
	

	Existing Access (If additional access, please indicate if existing units should be kept or replaced.)
	
Replace
 FORMCHECKBOX 



Keep

 FORMCHECKBOX 



	Employee Reports




 FORMCHECKBOX 

Absence / Sickness Reports



 FORMCHECKBOX 

UCL Monitoring (Disability / Ethnicity)

 FORMCHECKBOX 



3. User Declaration: I confirm that I agree to the Terms and Conditions of Access to UCL Administrative Applications and have read the Code of Practice Governing Access to Database Records
	Date
	Signature


4. Authorisation by Head of Department/Faculty Manager: I approve the access requested in Section 2 above
	Date
	Name

	
	Signature


HR Use Only
	Approved By


	

	Date 
	


Return completed form to HR Systems and Business Process, 2nd Floor, Bidborough House, 38-50 Bidborough St, London WC1H 9BT.

Office use only








