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	Trent New User Registration Form


	Personal Details


	ITS User Name
	
	 E-mail address
	


	Surname
	
	 Initials    
	
	  Preferred Name
	


	Employee No.
	
	 Ext. No.      
	
	  Reporting Manager
	


Access will only be given if all 3 mandatory compliance training modules (Freedom of Information, Data Protection and Information Security Training) have been passed.
	Access Requirements


	Job Title
	
	 School/Directorate
	


Please select the correct Role (if you are unsure please contact hrsystems@reading.ac.uk)
	
	School Administrator (Dept)
	Employee data, salary/costing information, absence, training and qualifications, recruitment.

	
	People Manager (Reportees)
	

	
	Other (Please Specify)
	


	I require access to these facilities for my University work. I have seen and agree to abide by the Rules for Use of University computers & Data Network (http://www.reading.ac.uk/internal/its/its-rules.asp) and the University’s Data Protection policy (http://www.reading.ac.uk/internal/imps/DataProtection/).



Signature of Applicant  
Date

	Authorisation 


Name of Head of School/Directorate

Signature 
Date

Please note that you are responsible for ensuring that the HR Systems Team is notified should the above-mentioned member of staff leave the University or transfer into a new role.
Please send to HR Systems Team, Room 1.03, Whiteknights House 

or email to hrsystems@reading.ac.uk
A member of the HR Team will contact the new user to arrange training on Trent where required. You can contact the team at hrsystems@reading.ac.uk.
	HR Systems Team Use Only

	Compliance modules passed?     
  Training Date



	Access agreed
	
	(Signature)
	
	Date
	

	

	User Profile/Role
	

	


HCP/HR Systems Team

Last Updated:  January 2023

