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IMPORTANT: This form is only to be completed when you need a new bespoke access profile creating for you.  
If you wish to give access using an existing profile (for any Admin, Manager or Employee access types) you can do this yourself or ask Moorepay to do it for you via the New User Change Request Form. 

	Company Details  




	Client Name
	

	Payroll Reference Number(s)
	



	Bespoke User Profile Details   




	Type of Bespoke Access Profile Required

Note: The Access Profile is used to control the Menus/Screens that the user has access to in Moorepayhr
	Please tick the relevant box to indicate the type of Bespoke Access Profile Required:

    |_|    ADMIN User Type
               → Please complete section 3

    |_|    MANAGER User Type
               → Please complete section 4

    |_|     EMPLOYEE User Type
               → Please complete section 5


	Details of Bespoke ADMIN User Profile Required

(Only complete this section if you require a bespoke ADMIN Access Profile)
	Should the ADMIN user have access to all HR functionality?   Please provide details





Should the ADMIN user have access to Payroll information for all EEs?  Please provide details





Should the ADMIN user have access to the Security Menu – i.e. to create new users, reset passwords etc.?   Please provide details






	Details of Bespoke MANAGER User Profile Required

(Only complete this section if you require a bespoke MANAGER Access Profile)
	Should the MANAGER have access to Payroll info for the EEs that report to them?   YES/NO





What other standard MANAGER functionality do you require the profile to have access to?  Please provide details






	Details of Bespoke EMPLOYEE User Profile Required

(Only complete this section if you require a bespoke EMPLOYEE Access Profile)
	What tasks / screens do you require the EMPLOYEE user to have access to?  Please provide details






D
	Confirmation



	Name of the Person completing this form
	

	Contact Number
	

	E-mail Address
	

	Date on which the Form is completed
	

	Signature
	



	Costs 


Your quote will be raised within 5 working days upon receipt
	Total Costs (£) 
	

	Comments
	



	Acceptance of Cost by the Client



	Cost Accepted by (Name)
	

	Cost Accepted by (Signature)
	

	Date Accepted on
	



Please return this completed Change Request Form to application.consultancy@moorepay.co.uk
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