Instructions to complete user information collection template
1. Add Name Prefix,  Name with Initials,  First Name, Last Name,  NIC Number (will be your ITMIS user ID), Date of Birth, Marital Status 
2. Your Designation 
Example: Director, Accountant
3. Role based on the FR. The role will be assigned in the system as per the information provide here
Example: Payment officer, Data entry officer
4. Which module you should get access to
5. Whether approval for PO, EV, etc done by same agency
6. Only read only access required for this user
Example: the user will be able to view all transactions related to this module but adding new or updating will not allow 
7. Will have access only for the report functionality
8. Escalation contact will use in case of work reach the deadline and needs to be escalated to another person/manager
9. Relevant Institute code – please refer to the institute list (Annexure 2) 
Example: 102 , 10204
10. Write the work/personal contact number of the contact person. If the contact person does not have a direct line, please indicate the extension as well.
Example: 0112 987654
11. Write the personal contact number of the contact person. Enter the address of your branch in the next column.
Example: 0712 123456; No. 76, Ananda Kumaraswamy Mawatha, Greenpath, Col 07
12. Write down the type of internet connection in the next column. For example: ADSL
Other types of internet connections could be Wi-Fi, dongle, etc.
Example: ADSL
13. Write down the speed of the internet connection at your branch. If you do not know the speed of the internet connection, contact your internet service provider and ask them for the speed.
Example: 4Mbps
[bookmark: _GoBack]Few examples have been done for you, on the first lines of the form in italics. Delete the examples and complete all tabs in the “User Info Collection Template_General_V 5”
Completed form should email to 
info@fmepsl.org

Please contact us 
0112151431 – 33


You are done!
Thank you for taking the time to complete this survey.
If you encounter any problem when filling this document, please contact us on [email] or [phone number], and we will help you to solve your concern.
