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This form is used by school employees who require eduPay (payroll) and/or Recruitment Online (vacancy management) access for more than one school.  The form is to be completed by the school requiring the access.  Due to the nature of the information contained in these systems, the “Privacy – Understanding & Compliance” statement must be signed by the employee prior to access being provided.

Advice will be provided directly by email or phone once the request for access has been completed.  All requests will be processed within one full working day of receipt.
Please fax or email a signed completed form to the eduPay Security Administrator on (03) 9637 2636 or alternatively email to edupay.security@edumail.vic.gov.au 
	Operator Details

	Name:
	
	Employee ID:
	

	Contact Phone No:
	
	Fax No:
	

	Email Address:
	

	Base School Name:
	
	Base School No:
	01-
	

	Access requested (only required for new and amended access)

	Payroll
	HR Administrator
	 FORMCHECKBOX 

	Recruitment Administration

(advertise and manage vacancies)
	 FORMCHECKBOX 


	
	Validator
	 FORMCHECKBOX 

	
	

	
	Certifier (Principal only)
	 FORMCHECKBOX 

	
	

	
	Manager Self Service (Principal only)
	 FORMCHECKBOX 

	
	

	*For role definitions see below

	Privacy Statement – Understanding & Compliance
	

	I confirm I have read the Department’s Information Privacy Policy and understand my responsibilities as an authorised user of eduPay and/or Recruitment Online.  I shall abide by the privacy principles when using eduPay and/or Recruitment Online.  I also state that access to eduPay and/or Recruitment Online is essential to perform my role within the school.

When access to eduPay and/or Recruitment Online is no longer necessary to perform functions of my job I shall immediately organise for my access to be removed from the additional school location identified below.

	Employee Signature:
	_________________________________________
	Date:  ___/___/______

	Authorisation (to be completed by principal of the school requesting additional access 
	

	School Name:
	
	School No:
	01-
	

	Phone No:
	
	Fax No:
	

	Access Dates:
	Start:
	
	End:
	

	Principals’ Details:
	Name:
	
	Signature:
	

	Employee ID:
	
	Email address:
	

	eduPay Security Administrator – (Central Office Use Only)

	 FORMCHECKBOX 
 eduPay updated 
	 FORMCHECKBOX 
 ROL updated
	 FORMCHECKBOX 
 Requestor advised 
	 FORMCHECKBOX 
 Operator advised 

	Date Received ___/___/______
	
	 FORMCHECKBOX 
 ID Allocated
	

	
	
	
	

	Role Definitions

	HR Administrator – This role is for employees that undertake HR transactions on the payroll.  The role would typically be the Business Manager or other HR Operator in the school.

	Validator – this role is for the employee that is reviewing the pay prior to finalisation to ensure all employees’ pays are correct and if not, that appropriate action has been taken to ensure the pays are correct.  The role would typically be the Business Manager or other HR Administrator in the school.

	Certifier – This role is for the employee that Certifies the pay.  Certification of the payroll confirms that the payroll for this fortnight is correct and that all employees are being paid correctly.  The Certifier completes this process after the Validator has completed the validation process.

This role is performed by the Principal of the school (or Campus Assistant Principal in multi-campus schools).
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