SAP01: SAP Purchaser authorisation and training request
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Email authorised form to: Cindy Hiebner, 2nd Floor Meulenhof (previously known as Shell Court), 93 Main Road, Mowbray.
Queries: Finance Helpdesk, fnd-finance@.uct.ac.za  / Tel: (021) 650-2111
For more information: Refer SAP Training under Admin Systems at www.icts.uct.ac.za
New UCT Purchasers

Please submit this form in advance of a staff member’s arrival in your department to ensure that approvals are processed and training is scheduled for as soon as possible after their arrival. Forms should be submitted by the 20th of the month to be eligible for training in the following month.
Note:
· New purchaser applications are evaluated according to purchasing volumes in the area and are not automatically approved. Temporary staff on contracts for less than 6 months will not be considered for purchasing access.
· Training is compulsory for all new purchasers and this includes UCT staff who have not used SAP for more than one year.

· By completing this form, you will automatically be booked on the following SAP courses: Foundation, Overview of reporting at UCT, Purchasing, Funds reporting, Purchasing principles and reports. An e-mail will be sent to confirm your course bookings. Please contact the finance helpdesk if you do not receive this.
· SAP authorisations will be granted once the Purchasing course has been successfully completed, unless you are an existing user.
· A cancellation fee of R250 will be charged if less than 48 hours notice given, unless genuine emergency.

· The Finance training section reserves the right to cancel or postpone courses where there are an insufficient number of registrations.
·  ICTS SAP inactive user expiry policy: At the beginning of each month, any existing user who has not logged onto SAP in the previous 2 months will be expired. Contact icts-systemsaccess@uct.ac.za if you need to be unexpired.
· SAP Access Policy: It is a breach of conduct to disclose a username and password to anyone. 
Users are held accountable for all transactions performed against their User ID.
A. PERSONAL DETAILS (To be completed by applicant) 
(*) = leave blank if new staff member

	Surname
	
	First name
	

	* SAP user name (if known)
	
	* Staff no. (if known)
	

	Faculty / PASS dept
	
	Department /Section
	

	Contact telephone no.
	
	Position
	

	Contact e-mail 
	

	Whilst there is no fee for this course, a “no show” penalty of R250 will be charged for non-attendance, or if notice to withdraw is less than 48 hours in advance. Please complete fund and cost object to be charged, in the event of a “no-show”:

	Fund
	
	Cost object
	

	

	B. UCT PURCHASER CATEGORY
	SHADED AREAS FOR OFFICE USE ONLY

	Tick appropriate box

	(
	B.1. NEW UCT PURCHASER (Training compulsory)

	
	Start date at UCT (MM/YY)
	
	Permanent? YES ( NO (
	If temp, end date
	
	

	

	(
	B.2  EXISTING PURCHASER CHANGING DEPARTMENTS

	
	Start date in new Dept (MM/YY) 
	
	Previous authorisation removed?
	YES (
NO (

	(
	B.3. PREVIOUS UCT PURCHASER (Training compulsory if inactive for more than one year)

	
	Date last accessed SAP, if known
	
	

	
	Date user expired
	
	Reason
	
	Training required?
	
	

	(
	B.4. EXISTING UCT PURCHASER REQUIRING REFRESHER TRAINING: 
	

	
	Which training? Refer www.icts.uct.ac.za
	
	

	


C. DEPARTMENT PURCHASING INFORMATION
	Is this purchaser replacing a purchaser in your department? 
	YES ( NO (
	If Yes, supply details of previous purchaser below:

	Full name
	
	SAP user name
	


D. PURCHASING CARD (PCard) INFORMATION

	Complete the following card processor and card holder information

	D.1
Will the purchaser also be a card processor?
	YES ( NO (

	D.2
If changing departments, was the purchaser previously a card processor?
	YES ( NO (

	D.3
If changing departments, was the purchaser previously a card holder?
	YES ( NO (
	If Yes, use MM019 to change details;
If No complete MM003 to apply for a PCard.

	Repeat applicant’s name
	


E. FUND CENTRE ACCESS (To be completed by Faculty/PASS finance manager)
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By signing this form as fund holder, you acknowledge that you are aware of all the funds the applicant will receive access to via the funds center/s requested. 
If you are unsure of the funds included in the specified funds center/s, please print a Fund Attribute Report [SAP transaction ZFR3].
	Fund Centre 
	Access to view salaries?
	Fund holder name
	Fund holder signature
	Date

	
	YES ( NO (
	
	
	

	
	YES ( NO (
	
	
	

	
	YES ( NO (
	
	
	

	
	YES ( NO (
	
	
	

	
	YES ( NO (
	
	
	

	
	YES ( NO (
	
	
	


F. FUNDS REPORTING REQUIREMENT

If authorisation to purchase is denied, will the new user still require funds reporting access? YES ( NO (
G. MANAGEMENT AGREEMENT

	· The person named on this form has a legitimate requirement to use the SAP purchasing module, and the access requested is in accordance with their departmental responsibilities.

· Access is requested in terms of the overall approved business strategy for this area.

· I agree to free up this person to receive SAP training in accordance with their responsibilities.
I accept that the above fund will be charged R250 if training is missed, or withdrawn from less than 48 hours in advance.

	HOD name
	
	Signature
	
	Date
	

	Faculty/PASS finance manager
	
	Signature
	
	Date
	


H. PROCESSING (For office use only)

	Authorised? (PPS Director or nominee)
	Signature
	
	Date
	

	Training administration completed? (Course Administrator)
	Signature
	
	Date
	

	SAP user access granted and communicated? (Systems Access)
	Signature
	
	Date
	

	Card processor training required? (PPS Director or nominee)
	Signature
	
	Date
	

	Card processor authorisation to be removed? (PPS Director or nominee)
	Signature
	
	Date
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