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CBS ASIA – SECURITY ADMIN FORM

(FOR WEB T&E ACCESS, SSB, IP REQUISITIONER AND PASSWORD RESET)

SEC-ADMIN HAS AN SLA OF 24-72 HOURS IN PROCESSING REQUESTS


	GENERAL INSTRUCTIONS 

	1) ALL USERS ARE REQUIRED TO FILL UP SECTION I OF THE FORM (BRIGHT YELLOW SECTION).

2) KINDLY MARK THE BOX BESIDE EACH SECTION IF A REQUEST UNDER THAT GROUP IS NEEDED (EXAMPLE: PUT AN X IN THE BOX BESIDE SECTION II IF SELF SERVICE BANKING IS NEEDED.

3) BE SURE TO FILL UP ALL INFORMATION UNDER A SECTION IF SELECTED.

4) SAVE THE FILE IN THE FOLLOWING FORMAT (LASTNAME_FIRSTNAME_COUNTRY) I.E. SANCHO_JULIE_PH

5) FORWARD THE FORM VIA EMAIL TO THE MANAGER APPROVING THE REQUEST WHO WILL COMPLETE SECTION V. (**NON PASSWORD RESET REQUESTS).

6) THE MANAGER SHOULD FORWARD THEIR APPROVED REQUEST (NON PASSWORD RELATED REQUEST) DIRECTLY TO WTE-SEC-ADM.

7) PASSWORD RESETS SHOULD BE FORWARDED TO P2P-SEC-ADM. 

8) FOLLOW-UP REQUESTS SHOULD BE FORWARDED TO WTE-SEC-ADM  US Number : (813) 604 – 0700 (24 HOURS)

	SECTION I - REQUIRED USER INFORMATION

	REQUESTOR NAME ( LAST, FIRST, MI ) 

REDDY ASHOK KUMAR
	TODAY’S DATE

15/01/2008

	LOGIN ID (I.E. SOEID) 

AR91297
	GLOBAL EMPLOYEE ID NUMBER (GEID ) – EMPLOYEES ONLY

1000591297
	SAID NUMBER – NON EMPLOYEES ONLY 

(TEMP/CONSULTANTS)      

	WORK CLASSIFICATION           FORMDROPDOWN 
                              REQUESTOR DEPT  STORAGE OPERATIONS

	BUSINESS ADDRESS 

Storage Operations | APTI | # 07-01 Tampines Plaza, 5 Tampines Central 1, Singapore 529541 |     

	CITY

TAMPINES
	COUNTRY

 FORMDROPDOWN 

	POSTAL OR  ZIP CODE (OPTIONAL)

529541

	FLOOR/ZONE OR MAIL STOP

07/01
	TELEPHONE  NUMBER ( INCLUDING COUNTRY/CITY CODE (S))

+6564263801
	EMAIL ADDRESS (EX:JOHN.DOE@CITIGROUP.COM)

ASHOK.KUMAR1.REDDY@CITI.COM

	 FORMCHECKBOX 
 SECTION II - P2P SELF SERVICE BANKING & IP REQUISITIONER REQUEST (KINDLY SELECT THE APPROPRIATE SET OF BOOKS)

	 FORMCHECKBOX 
 P2P SELF SERVICE BANKING 

THIS IS A PREREQUISITE FOR WEB T&E ACCESS. SELF SERVICE BANKING IS THE PROCESS OF SAVING USER’S BANK ACCOUNT INFORMATION IN THE SYSTEM.

 FORMCHECKBOX 


 FORMCHECKBOX 
 IP REQUISITIONER

 FORMCHECKBOX 


 FORMCHECKBOX 
 DISCOVERER VIEWER (Fincon staff only)

 FORMCHECKBOX 


 FORMCHECKBOX 
 BUSINESS ANALYST (Fincon staff only)


	KINDLY SELECT YOUR SET OF BOOKS

 FORMCHECKBOX 
 CITI_HK_HKD
 FORMCHECKBOX 
 CITI_HK_USD
 FORMCHECKBOX 
 CITI_SG_SGD
 FORMCHECKBOX 
 CITI_AU_AUD
 FORMCHECKBOX 
 CITI_HK_MOP
 FORMCHECKBOX 
 CITI_TW_TWD
 FORMCHECKBOX 
 CITI_PH_PHP
 FORMCHECKBOX 
 CITI_CN_CNY


	 FORMCHECKBOX 
 SECTION III - WEB T&E REQUEST (KINDLY CHECK THE BOX IF ANY WEB T&E ENTITLEMENT IS NEEDED FOR TEMP STAFF ONLY)

	ARE YOU A NEW USER?  FORMCHECKBOX 
 YES

	REQUESTED ACCESS

	ACCESS LEVEL

 FORMCHECKBOX 
 TEMP ADMIN

 FORMCHECKBOX 
 APPROVER ONLY *
	ACTION

 FORMDROPDOWN 

	* FOR APPROVER ONLY ACCESS 

	
	
	payroll country:    FORMDROPDOWN 

approval country:  FORMDROPDOWN 



	GROUP (SELECT A GROUP THAT YOU ARE PART OF) USERS MAY ONLY CHOOSE ONE
 FORMCHECKBOX 
 ASIA – HK CITI

 FORMCHECKBOX 
 ASIA – SG

 FORMCHECKBOX 
 ASIA – PH

 FORMCHECKBOX 
 ASIA – CN

 FORMCHECKBOX 
 ASIA – HK CGM

 FORMCHECKBOX 
 ASIA – SG CGM

 FORMCHECKBOX 
 ASIA – AU

 FORMCHECKBOX 
 ASIA – TW



	 FORMCHECKBOX 
 SECTION IV - PASSWORD RESET REQUESTS (MANUAL PASSWORD RESET REQUESTS ARE FOR STAFF W/O AN EMAIL ADDRESS 

	CONTACT PERSON 

(CONTACT DETAILS OF THE STAFF WHO WILL COORDINATE WITH THE USER REQUESTING THE RESET)

name:  
GEID:  
EMAIL ADDRESS: 
DATE:  


	SECTION V - MANAGER APPROVAL INFORMATION

	by completing this section, i certify that i am the manager of the user requesting access to p2p.  i also understand how and why they will be using the access requested.

	name:THENG WEE 
	geid: 0000982447

	email address: THENGWEE.HENG@CITI.COM 
	date: 01/15/2008


FOR ALL OTHER AU P2P REQUESTS, PLEASE LIAISE DIRECTLY WITH THE FOLLOWING:
a. For all PO responsibility requests (i.e. PO Buyer) - please contact your country POFA of CPS

b. For all other P2P responsibility requests or concerns - please email *CBS APSC Australia

