MM028: Fund Centre and functional access for UCT eProcurement
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This form must be completed by any staff member who needs to access to UCT eProcurement in order to:
- book UCT travel for themselves or other staff members

- request online purchases from UCT eProcurement vendors 

It allows this staff member to be linked to the relevant roles in UCT eTravel and eShopping and authorises them to transact against the fund centre/s specified below.  (List fund centres not individual funds.)
Send the completed form to your Faculty/Area Finance Manager who must forward it to:
UCT eProcurement, PPS, 2nd Floor, Meulenhof, Main Road Mowbray.   
See the UCT eProcurement website for more information.
A. PERSONAL DETAILS


	Surname
	
	First name
	
	Title
	

	Staff No
	
	Contact telephone no.
	

	Faculty / PASS dept.
	
	Department/Section
	

	Contact Email 
	
	Cell No (Mandatory)
	

	


B. MYMARKET ROLE/S

Note re travel roles: 

· PCard holders may make their own travel bookings.

· A Travel Booker may make travel bookings on behalf of other staff members, both Pcard holders and non Pcard holders, as well as visitors. 

· All Travel Bookers must have their own Pcard for this purpose. Complete MM003 and Nedbank application to apply.
Please answer the following questions to enable your correct role/s in UCT eProcurement.
	A
	I travel on UCT business (even occasionally)
	Y
	N
	B
	If yes, I sometimes like to book my own travel 
	Y
	N

	C
	I need to book travel for other staff
	Y
	N
	D
	I need access to UCT eShopping e.g. Waltons
	Y
	N

	E
	Do you have 
a PCard
	Y
	N
	If Yes,  
last 4 digits 
	
	Card processor Email
	


C. FUND CENTRE ACCESS TO UCT ePROCUREMENT
Complete this section if: 
· you answered YES to any of the roles in Section B above, and
· you are not a fund holder, or if you require eProcurement access to fund centres other than your own.
	This staff member has a legitimate requirement to purchase on UCT eProcurement  against my fund center/s. 
(List fund centres NOT funds)

	Fund holder name
	Staff No.
	Fund center/s  (e.g. abc123)
	Signature
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


D. TRAVELLER PROFILE

Complete this section if you travel on UCT business. (This will be loaded on your traveller profile in UCT eTravel.)
ENTER YOUR NAME AS PER YOUR ID/PASSPORT (for boarding pass purposes)
	Surname
	
	Full names
	

	ID No
	
	Passport No
	
	BA loyalty no
	

	SAA Voyager No
	
	Other loyalty no
	
	Other loyalty no
	

	Special Meal request? (tick)
	None
	Diabetic
	Hindu
	Kosher
	Halaal
	Vegetarian


E. MANAGEMENT AGREEMENT

	The staff member named on this form has a legitimate requirement to purchase on UCT eProcurement and the access requested is in accordance with their departmental responsibilities.

	HOD name
	
	Signature
	
	Date
	

	Faculty/PASS Finance Manager
	
	Signature
	
	Date
	


F. PROCESSING (For office use only)
	Staff member/s linked to roles and fund centre/s in MM
	
	Signature
	
	Date
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