	
	
	



[image: A picture containing graphical user interface

Description automatically generated][image: C:\Users\sproulee\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\MDTNYNK1\Version 1 colour for printing.tiff]

EA One system Amend user access request form
This form is for non-school based staff 
ALL FIELDS ARE MANDATORY; INCOMPLETE FORMS CANNOT BE PROCESSED
This form should be used if you have a system user account but need to change your system setup. 
Please complete the following information
Requesting access to additional areas authorisation must come from your line manager.  For certain access you will need Finance / Budget holder approval*. 
Information about you
This information will enable us to find you on the system
	Username (your 8-digit number log on)  
	


	Name (from your payslip)
	




Access required
	Additional access required: 



















Please note if you have changed role or section, then it is likely that both your approver and your location will need to be updated.   To update your default location please complete a Proc002 Amend Default Location Request form. 
Please review the access you currently have and confirm if this access is correct and relevant
	I confirm the access I currently have remains correct and relevant.  The enclosed changes are to provide additional access.

	

	The access I currently have is no longer correct and relevant.  
Please list responsibilities / access which should be removed.

	



What to do when you have completed the above information
Please forward this form to your line manager for approval.  Your line manager should then submit the form via a KACE help call to EA One  
The KACE ticket subject should state user name to be setup as well as their employee number.   
The ticket description should include: 
I authorise the changes to be made on the EA One system in accordance with the information in the attached form.
Please note requests for changes to system access may be subject to additional checks before the request if completed.  

*Budget holder approval is required to have access to budget holder reports
Finance approval is required to have access to areas of the 
	General Ledger and Payroll General Ledger including finance manager and finance support 
	Accounts Payable / Accounts Receivable 
Approver and requisitioner responsibilities will not be allocated to the same user.  For approvers confirmation of their approval limit must be provided to EA One by senior management within the relevant directorate.
1
EA One Sys001

image1.png
ea une

....people and processes
connected through technology...




image2.tiff
‘bea




