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Student System Support Documentation

ACA10 – Request for out of hours system support 
Instructions:
· This form is to be completed when your office/area requires system support for work that must necessarily be done out of normal working hours (08:00 – 17:00 Monday to Friday)  
· Complete and submit the form to Student Systems Support Helpdesk, Masingene Building, Room 5.15, Middle Campus, sss-staff@uct.ac.za (tel. no: X5227) at least one month in advance. Forms may be emailed, but a signed copy must follow.
A: Authority and Requestor contact information



	Office                 
	
	Building/Room
	


Requestor information

	Name
	
	Telephone Extension
	

	Email
	
	Cell # during support time
	


Manager information (Office Manager who supports this request)

	Name
	

	Fund*
	
	Cost Centre*
	

	Signature
	

	Date
	


* Standby is usually charged at a standard rate that covers basic support for typical applications (including availability via UCT networks).  Additional requirements may incur an extra cost. Overtime worked during standby periods is charged additionally at the actual UCT rate for the staff member/s who work.
B: Description of support required

Please complete the following section defining the support required and the reason why the work cannot be completed in normal hours:
	Date
	Start Time
	Finish Time 
	System(s)*
	Task
	Motivation

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*Systems: PeopleSoft (PS), Syllabus Plus (S+), Mercury, email
C: ICTS tracking and decision

	Received
	

	Approved/Rejected
	

	If rejected, 
reason for rejection
	

	Processed by ICTS Admin
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   021 650 5227
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