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HR systems helpdesk
Registration for access to the UCL Service in Partnership (SiP) Workflow Application, Human Resources User Access
Instructions for completion of form:
Sections 1 and 2: to be completed by, or on behalf of, the user.

Section 3 to be completed by Head of Department or nominee.
User retains a copy
The signed 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:

	Title
	

	Full Name
	

	Phone No/Ext
	

	ISD Username
	

	E-mail address
	

	Employee Number (if known)
	

	Date Access to Start
	


2. Access Details:
	Department
	

	Role
(please tick as appropriate)
	HR Employment Contract Administration
   FORMCHECKBOX 

HR Consultancy



   FORMCHECKBOX 

Payroll and Pension Services

   FORMCHECKBOX 



3. Requested By:  I confirm that I have read and understood the SiP Access Control Policy
	Name
	
	Signature

	Date
	
	


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
