
	
	Sessional Administrator Access Form
Please forward to Human Resources on completion or contact Manager, HRMIS on Ext 5188 for further assistance

	Trimester:
	[bookmark: Check1]|_| 1	|_| 2	|_| 3
Access will be terminated at the end of each trimester.  Please submit a new form prior to the beginning of each trimester.

	Year:
	[bookmark: Text1]     

	Staff Name:
	     

	Staff ID:
	     

	Faculty/Unit:
	     

	Has this person had access before?	|_| Yes	|_| No
If No, please contact the HR Reception on Ext 5204 to organise training once access has been given

	Supervisors Name:
	     

	Contact Number:
	     

	Faculty/Unit:
	     

	Supervisors Signature:
	     

	
	

	Your Login Details will be as follows:

	Username Format:
	Staff ID number format eg. S######

	Password:
	Initial password will be communicated to you once your access has been set up.  (You will be prompted on first login to reset your password)

	Database:
	hrprod

	N.B.  Inappropriate misuse of the information available in Alesco will result in immediate cancellation to your access.
Please review the Access Policy at http://www.canberra.edu.au/hr/hr_systems 

	

	Office Use Only

	Account Authorised:		(HR Director or Manager HRMIS only)

	Account Created (Initial):		
	Date Created:		

	Supervisor Advised (Initial):		
	Date Advised:		
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