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	Company Details  




	Client Name
	

	Payroll Reference Number(s)
	



	Details of Change   




	New Contact Name
	

	Telephone / Mobile Number
	

	Email Address
	

	Is this contact to be informed when payroll reports run? (Max. 2 users)
	

	Is this new contact to be the billing contact? (Existing contact will be replaced)
	

	Is this new contact replacing an existing contact? (If yes specify name*)

If yes does the existing contact’s access to Moorepayhr need changing? 

If yes do they need disabling or changing? 

If change please provide details of the change that is required


	







	Does the new contact require access to MyReports?
	

	Does the new contact require access to the SFTP (MDPC.co.uk) site?
	

	Does the new contact require ADMIN access to Moorepayhr (via following link) 
https://www.login.moorepay.co.uk/Moorepay

If ‘Yes’ your current ADMIN user can set up the new access for you. However, if you require Moorepay to do this, please tick ‘Quote’ and complete the ‘New Moorepayhr User Change Request Form’ at Control Change Notification Forms | Moorepay
	







	Does the new contact require access to the Analytics module?
	



De
	Additional Details  

	



	Confirmation



	Name of the Person completing this form
	

	Contact Number
	

	E-mail Address
	

	Date on which the Form is completed
	

	Signature
	



	Costs 


By signing this document, I agree to the charge of £27.50 per payroll reference
* The existing contact will have their access removed from MyReports, SFTP & Analytics.
Your request will be completed within 5 working days upon receipt

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