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	Request for Access to Student Systems
Please complete the form and email it to Student Business Systems: sbs.help@anu.edu.au



This form is used to request new or modified access to the Student Administration System (SAS), MyTimetable, Syllabus Plus, Curriculum Management System (CMS), Stellic Track My Program, Programs and Courses (P&C), My eQuals and DataBee. Complete only the relevant sections, then sign the form and obtain your manager’s authorisation before submission.

	1. Applicant Details

	Surname
	Enter surname
	First Name
	Enter first name

	University ID
	Enter University ID
	Position
	Enter position

	College/Division/Area
	Enter college, division or area

	Academic Organisation
	Enter academic organisation

	☐ Casual Employee (complete dates only if selected)	Start Date: DD/MM/YYYY	End Date: DD/MM/YYYY

	☐ Fixed-term contract (complete dates only if selected)	Start Date: DD/MM/YYYY	End Date: DD/MM/YYYY


 
	2. Student Administration System (SAS)
Note: New users will be required to complete SAS training before access is provided. 
	☐ ADD / UPDATE ACCESS
☐ REMOVE ACCESS

	Same access as — Name
	Enter name
	University ID
	Enter University ID

	Additional information or requirements
	Enter any additional scope, business justification for access request or relevant notes. Please provide details of your required activities or functions in SAS. If existing roles/access need to be removed, please specify them here.

	Approval from the Deputy Registrar is required for SAS update access. See Section 12.


 
	3. MyTimetable
Note: New users will be required to complete MyTimetable training before access is provided.
	☐ ADD / UPDATE ACCESS
☐ REMOVE ACCESS

	Courses / Subjects
	Enter course or subject codes/names

	User Group
Select the team or role
	☐ School Admin    ☐ Convenor/Lecturer    ☐ Tutor    ☐ Central Timetabling
☐ Central Student Support Team (Student Hub, ANUSA, Experience, Wellbeing and
Inclusion)
☐ Other: Enter other user group

	Additional information or requirements
	Enter any additional scope, business justification for access request or relevant notes.Please provide details of your required activities or functions in MyTimetable. If existing roles/access need to be removed, please specify them here.

 
	4. Syllabus Plus
Note: New users will be required to complete Syllabus Plus training before access is provided.
	☐ ADD / UPDATE ACCESS
☐ REMOVE ACCESS

	User Group
Select the team or role
	☐ Room Bookers    ☐ Timetabling Team
☐ Other: Enter other user group

	Access Level
Select the
permissions required to
perform your duties
	☐ Central Room Bookers (Venue Hire or Kambri)
☐ Departmental Room Booker (College/School)
☐ Reporting (read-only) access
☐ Central Timetabling Team
☐ Other: Enter other user group

	Additional information or requirements
	Enter any additional scope, business justification for access request or relevant notes.Please provide details of your required activities or functions in Syllabus Plus. If existing roles/access need to be removed, please specify them here.

 


	5. Curriculum Management System (CMS)
	☐ ADD / UPDATE ACCESS
☐ REMOVE ACCESS

	User Group
Select the team or role
	☐ Convenor/Lecturer    ☐ School Admin    ☐ Curriculum Architecture Team (CAT)
☐ Central Academic Compliance Team
☐ Other: Enter other user group

	Access Level
Select the
permissions required to
perform your duties
	☐ Reviewer    ☐ Designer    ☐ College Admin    ☐ School Admin
☐ Central Admin    ☐ Approver    ☐ Publisher
☐ Course Publisher
☐ Other: Enter other required access

	Additional information or requirements
	Enter any additional scope, business justification for access request or relevant notes. Please provide details of your required activities or functions in CMS. If existing roles/access need to be removed, please specify them here.
	Endorsement Requirements:
Access for school administrative staff must be endorsed by the Curriculum Architecture Manager (manager.cat@anu.edu.au). 
Endorsements and comments may also be emailed to sbs.help@anu.edu.au.

	Endorser
	Enter endorser name
	University ID
	Enter University ID
	Date
	DD/MM/YYYY

	Signature
	Type name or insert signature
	Endorser Comments
	Enter endorsement comments


 
	6. Stellic Track My Program
	☐ ADD / UPDATE ACCESS
☐ REMOVE ACCESS

	Access Level
Select all that apply
	☐ Adviser   ☐ Admin

	Additional information or requirements
	Enter any additional scope, business justification for access request or relevant notes. Please provide details of your required activities or functions in Stellic Track My Program. If existing roles/access need to be removed, please specify them here.


 
	7. Programs and Courses Admin Portal
	☐ ADD / UPDATE ACCESS
☐ REMOVE ACCESS

	Access Level
Select all that apply
	☐ Programs and Courses (Edit)          ☐ Programs and Courses (Publish)

	Additional information or requirements
	Enter any additional scope, business justification for access request or relevant notes. Please provide details of your required activities or functions in Programs and Courses (P&C). If existing roles/access need to be removed, please specify them here.


 
	8. My eQuals
	☐ ADD / UPDATE ACCESS
☐ REMOVE ACCESS

	Same access as — Name
	Enter name
	University ID
	Enter University ID

	Access Level
	☐ Issuer   ☐ Receiver   ☐ Badges/Micro credentials
☐ Other: Enter other required access

	Additional information or requirements
	Enter any additional scope, business justification for access request or relevant notes. Please provide details of your required activities or functions in Digitary / My eQuals. If existing roles/access need to be removed, please specify them here.


 
	9. DataBee
	☐ ADD / UPDATE ACCESS
☐ REMOVE ACCESS

	Role / access details
	Enter required role or access details

	Additional information or requirements
	Enter any additional scope, business justification for access request or relevant notes. Please provide details of your required activities or functions in DataBee. If existing roles/access need to be removed, please specify them here.


 


	10. Applicant Agreement

	I have read, understood and agree to abide by the conditions detailed in the following policies and procedures:
- Acceptable Use of Information Technology: View Acceptable Use of Information Technology policy
- Account Management and Access: View Account Management and Access policy
- Privacy Policy: View Privacy Policy

	☐ I agree with the policies and conditions above

	Signature / Name
	Type name or insert signature
	Date
	DD/MM/YYYY


 
 
	11. Authorisation by the Applicant’s Manager

	Manager University ID
	Enter University ID
	Manager Name
	Enter manager name

	Manager Signature
	Type name or insert signature
	Date
	DD/MM/YYYY


 
	12. Approval by the Deputy Registrar for SAS update access

	Approval by the Deputy Registrar is required for SAS update access. Email the completed form to deputy.registrar@anu.edu.au. When approved, the request will be forwarded to sbs.help@anu.edu.au.

	Title
	Enter title / position
	Name
	Enter name	University ID
	Enter University ID
	Signature
	Type name or insert signature	Date
	DD/MM/YYYY
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