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elVIS Confidentiality Statement 
 

  
 
 

 
I, ________________________________________ 
 
Acknowledge that I will, 
 
• use the University’s financial information systems in accordance with the duties 

of the position I hold; 
 
• not disclose the information available to me to those outside the University, other 

than in accordance with the requirements of my duties; 
 
• not give my password to others or allow others to use the system privileges given 

to me; 
 
I understand that should I breach any of the above my access to the financial 
information systems may be revoked and disciplinary action may also be taken. 
 
 
 
_________________________ ____________ 
Signature Date 
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 elVIS (electronic Varsity Information System)   
  CLIENT REGISTRATION 
 
Name: ________________________________________________________________ 
 
Employee No (as per your pay slip): |___|___|___|___|___|___|___|___| 

Office/Faculty/School/Division: _________________________________________________ 

E-mail Address: ________________________________________________________  

Telephone No: __________________________________________________________ 

Position Title: ___________________________________________________________ 

    Are you taking over from someone who used elVIS in this position?   YES / NO 

    if yes, who was this: ____________________________________________________ 

ROLES 
  

Funds Inquiry & Reporting  

Requisitioner  

Approver  

Buyer (creates Purchase Orders)   
*Buyers Specimen Signature Form must also be completed 
Receiver  

Web Portal  

DELEGATION (Approval Limit/Range) 
If you are required to approve Requisitions and/or  
Purchase Orders.  
Delegation Area/Codes: 
(eg. All EHS- School of Engineering or list specific cost 
codes) 
_______________________________________________ 
 
_______________________________________________ 
 
_______________________________________________ 
Delegation Limit: _____________________________ 
(in words eg. Requisition to $300 and/or Purchase Order to 
$1000) 

  
elVIS APPROVAL HIERARCHY  
 
 Your Approver’s / Supervisor’s Name ___________________________________________________ 
 
 Your Approver’s / Supervisor’s Position Title  _____________________________________________ 
 
 Your Purchasing Officer’s (Buyers) Name _____________________________________________ 
 (leave blank if Supply/Purchasing raise your Purchase Orders) 

 
Application Supported by: 
Dean/Director/Manager/HOS 

 
 
 
___________________________ 

Name 

 
 
 
________________________ 

Signature 

 
 
 

_____________
Date 

Forward completed form to Finance Helpdesk, Finance & Asset 
Services, Orange 2.1.26                Fax No 8946 7070 

 
USERID: 
_______________________________ 
 
SETUP 
DATE:__________________________ 
 

INTERNAL USE ONLY  
 
POSITION 
NAME:_______________________________________________________ 
 
TRAINING REQUIRED: 
 
Intro / COA  Buying 
 
Req / Rec  Funds Inquiry / Reports 
 
Approving  Hints & Tips 
 

 


	DATE: 
	NAME: 
	M:\fas-Quality Management System\Quality Management System\01 Quality System\03 FORMS\4100-4199 Business Systems\41031 elVIS Registration & Confidentiality_2: 
	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Text17: 
	Text18: 
	Text19: 
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Text24: 
	Text25: 
	Text26: 
	Text27: 
	Text28: 
	Text29: 
	Text30: 
	Text31: 
	Text50: 
	Text51: 
	Text52: 
	Text54: 
	Text55: 
	Text56: 
	Text57: 
	Text59: 
	Text60: 
	Text61: 


