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Administrative Employee Application Form

	Request Serial  :		

	Personal Information :	Date:	/	/

	First Name
	
	Job Title
	

	Last Name
	
	Department
	

	Employee No
	
	Telephone (EXT)
	




	Please mark the requested access :

	□
	Email Account
	Name:
	                                        @orienthg.com
  □ Mobile Access

	□
	Internet Access
	User Name:
	

	□
	
Front Office System
	
Module:
	· Front Office	□ Reservations	□ Cashiering
· [bookmark: _GoBack]Reporting (R&A)

	□
	Back Office System
	Module:
	□ Sun System	□ Martial Control

	□
	HR System
	Module:
	□ Staff	□ HOD	□ HR	□ Account

	□
	POS System
	Module:
	□ Waiter	□ Cashiering	□ Audit	□ Account

	□
	Door Lock Card
	Type:
	□ Houseman	□ Supervisor	□ Master □ GM




	For any further requirements ( Please explain ) :

	

	




	Approval ( The concerned employee must get all the below signatures )

	HR Department
	Head Of Department
	FC Department
	General Manager

	
	
	
	




	IT Department Internal Use Only
	Acknowledge/ Received By,

	Received By
	:
	Name
	:

	Received On
	:
	Job Title
	:

	Job Done By
	:
	Ext. #
	:

	Job Done On
	:
	Date
	:

	
	Signature
	:



Please do not share your user name & password with colleagues.
Please shutdown & switch off your responsible PC, POS and Printer – when you are off for the day.
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Stella Sea Club Hotel
Ain Sokhna




