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	Request to use uBASE/myPurchase (Finance and Procurement)


Please complete Sections A, B and C and return this form to MyPurchase uBASE Team, Finance Department, Firth Court, Western Bank, Sheffield, S10 2TN. Or have signed, scan and email to mypurchaseubase@shef.ac.uk
	


	Section A

	Please give the person named below in Section B access to uBASE/myPurchase as detailed

	Department
	
	

	Authorised by 
Head of Department 

(or delegate)
	Print Name
	
	
	
	

	
	Signature
	
	Date
	
	

	


	Section B

	Surname
	
	Forename(s)
	
	

	Telephone
	
	Email
	
	

	User name on University PC Novell Network (e.g. AD1XXX)
	
	

	


	Section C

	Please indicate which of the following profiles are required
	

	
	

	Cost Centre Reporting
	
	
	Access to the uBASE suite of systems is conditional on users undertaking appropriate training.

For details of available training sessions please email mypurchaseubase@sheffield.ac.uk in the first instance

	
	

	Project Reporting
	
	
	

	
	

	Research Grant Reporting
	
	
	

	
	

	Profit Centre Reporting
	
	
	

	
	

	Expenses Reporting
	
	
	

	
	
	
	

	Employment Costs Reporting
	
	
	

	
	

	External and Internal Sales Processing
	
	
	

	
	

	Process Budget Virement
	
	
	

	
	

	
	

	Generate Requisitions
	
	
	Please note: that due to segregation of duties requirements no more than TWO of the profiles in this section can be selected, and it is not possible to choose to both produce Purchase Orders AND process Goods Receipts in uBASE

	
	

	Approve Requisitions
	
	
	

	
	

	Produce Purchase Orders
	
	
	

	
	

	Goods Receipt in uBASE 

(ie receipting goods/services requisitioned by others)
	
	
	

	
	
	
	

	
	

	Default Purchasing Group for new user
	
	Purchasing Group MUST be supplied with any selections in this section

	
	

	Notes/Special Requests:
	Received:

	
	


