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ASD User Registration Guidance
SHSC/INTERNAL STAFF
1
General Information

a. The Authorised Signatory Database (ASD) contains authorised limit information for all authorised signatories within the trust. It also contains their specimen signatures.

b. The purpose of the ASD is to aid the relevant departments (i.e Supplies, Payroll etc) in ensuring that those employees who have for expenditure against a budget are i) authorised to do so and ii) are within there authorised limits.

c. The ASD will only be accessible to the following depts/people:

· SHSC Finance Depts
· Payroll

· Supplies

· HR

· Cashiers

2 How to become an ASD Registered User
a. A form must be completed. Without a complete authorised form we cannot activate an account for you.
The registration form can be printed from the SHSC intranet under SHSC Policies, file name: ‘ASD User Registration Form’. In times of technical difficulties/no access to a computer you can contact Management Accounts at Fulwood House, telephone 27(1671822), who will send you a form by post or email.

b. How to complete the form:

Please complete in BLACK PEN)

Section 1: Personal Details

i) ALL sections are mandatory and must be completed. Any left blank will result in the form being returned, which could possibly delay your account being set up.

Section 2: Requested ASD Role 
i) The ASD roles will be set with restricted access. For example, Payroll will only have access to authorised limits for items which relate to pay. Only having access to relevant information for your dept should make viewing records much easier and quicker.
ii)  You are required to provide a Specimen Signature for identification purposes. Please keep the signature within the box provided. This is important when we are scanning the form.

3 How to Amend/Delete your ASD User Account
a. If you would like to change your password or if you forget your Username/Password, please contact the ASD Administrator, Fulwood House,  0114 2716722 
b. If you;

·  no longer require access to the ASD

· are leaving the trust

· are moving changing roles/posts 
then you must inform us so that we can amend/delete your ASD account. This is not only an audit requirement but it helps us to keep the database and its users up to date. YOU ARE NOT PERMITTED TO USE YOUR ASD ACCOUNT FOR ANY OTHER PURPOSE / IN ANY OTHER POST OTHER THAN THAT SPECIFIED AT THE TIME OF YOUR REGISTRATION.
Should you need to make an amendment to the information we hold about you and still need ASD access then please email the ASD Administrator as per email address above.
4 Distribution Procedures

a. Completed original forms are filed in the Management Accounts Department.  All old and deactivated account forms are also kept in Archive should they need to be referred to.
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