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April 2020

Manual User Account – Recruit
	Request to set up a manual user account in Recruit

Please refer to guidance ‘Manually created user Roles in Recruit 

	Name


	

	Position


	

	Payroll Number


	

	Department


	

	User role required


	

	Name & payroll number of the manager you need to undertake role ‘on behalf of’, if applicable

	

	Reason for the role (include reference to time period agreed for or why the role is ongoing)

	

	Please indicate time period the role is required for

	From
	To
	Ongoing

	
	
	

	Manager approval
	

	Position 
	

	Please ensure wherever possible the request is emailed from the manager’s email account as part of the approval process

	Date
	

	Please note that this role will not be removed automatically.  You are required to complete the ‘Account Deactivation - Recruit’ form as soon as the role is no longer required.

Once completed this form needs emailing to recruitment@derbyshire.gov.uk


	For use by Corporate Applications

	Role
	Date
	Undertaken by

	
	
	


