Application to Change User Access Rights
in Official Document System
[bookmark: _GoBack]公文系統使用者權限異動表
Unit (in full): _______________ Date and Time: _______________
	Name
	Job Title
	Account
	Contact No.
& Email
	Access Rights
After Change

	
	
	
	
	□ Head        □ Associate Head 
□ Reviewer Head
□ Unit Registration Desk
□ Document Expeditor
□Head Registration Desk
□ Processing Clerk

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Note:
1. Please fill out your account for logging into the Official Document System in the “Account” column according to the following:
(1) Personnel System Users: Faculty and Staff member No.
(2) Project Personnel: Personnel No. on contract
(3) None of the above: National ID No.

2. Please complete the form in writing and then submit it to the Documentation Division via document exchange, email to donahuang@ntu.edu.tw, or fax to 2362-3270.

Applicant:                    Seal of Unit Head:
Contact No.:
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