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	OLAS

 USER CHANGE NOTIFICATION



To use this form electronically, please click on shaded areas and type or select appropriate information. 

When complete click on ’File’, ‘Send to’ and email to ‘OLAS Helpdesk’.

	Requirements:
	 FORMDROPDOWN 
     please select appropriate action

	User Details : 
	Surname:
	     

	
	Forenames:
	     

	
	Job Title:
	     

	
	Directorate:
	 FORMDROPDOWN 
    other:      

	
	Department:
	     

	
	Address:
	     

	
	Telephone No:
	             

	
	CCBC 

Network ID :
	     


	Data Protection:


	Information will be processed in accordance with current data protection legislation. Information relating to the access permissions granted to you may, in certain circumstances, be disclosed to the Council’s internal and external auditors and to other relevant agencies in the event of an enquiry into the misuse of computer systems.



	OLAS Access requirements
	Is the access required the same as an existing user?  FORMDROPDOWN 

If so please give the user name or user id here:-       
Is this new access required to replace the existing user or in addition to the existing user?
In Addition    FORMDROPDOWN 

Replace  FORMDROPDOWN 
       If so who are you replacing?      
Any other information that may be relevant:-       


	Responsibilities:
	Carefully consider the responsibilities of the user and select the functionality and training that they require from the table below 

	
	ACCESS REQUIRED
	Training required
	Notes

	
	General Ledger Enquiry facilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	GL Data entry – Journal Upload
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Only available to finance staff

	
	Budget Planning
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Only applicable to school users and school finance officers

	
	Purchase Ledger Enquiry facilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	Purchase Ledger Data Entry
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	A Purchase Ledger Data Entry Officer cannot also be a Purchase Ledger Authoriser.

	
	Purchase Ledger Authorisation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	Internal Invoice Data Entry 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	An internal invoice authoriser cannot also be an internal invoice data entry officer.

	
	Internal Invoice Authorisation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	Sundry Debtors Enquiries
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


	Chart of Accounts: 
	Otherwise, please provide below code access requirements e.g. cost centre and subjective ranges to which this user requires access. 
Remember to consider all requirements i.e.; revenue,  capital etc.

	
	COST CENTRES:

	
	Revenue:

i.e. codes between 0000-5999
	     

	
	Capital:

i.e. codes between 6000-7100
	     

	
	Balance sheet: 

i.e. codes between 9900-9999
	     

	
	Miscellaneous:

i.e. codes between 8000-8999
	     

	
	SUBJECTIVES:  

	
	Revenue:

i.e. codes KA00-T999
	     

	
	Capital:

i.e. codes A000-B999
	     

	
	Balance sheet:

i.e. codes D000-D999
	     

	
	Miscellaneous:

 i.e. codes E000-E999
	     

	
	

	PLEASE NOTE:
	Requests for access to cost centres belonging to other directorates / service areas, must be supported by written approval from the financial service managers of those directorate / services.



	
	Approved by     ___________________________

(OLAS Liaison Officer)

Dated:     _________________
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