Academic Information Management System (AIMS)
Faculty/Department Administrator Application Form



In AIMS, Faculty/Department Administrator can i) search, manage and generate report of publication records; and ii) search and generate report of project related records for the entire Faculty or Department (data access will depend on the work affiliation assigned). Please note that this user account can also add, delete or modify publication records of staff member in the Faculty/Department.

Each Faculty or Department can apply up to THREE Faculty/Department Administrator account. The applications should be approved by Faculty Dean or Department Head.

Part I: Registration of Faculty/Department Administrator

Please register the following staff as Faculty/Department Administrator

	Reporting Faculty/Department: ____________________________________________________

	Name
	Staff ID
	CUHK Email Address
	Position
	Account Type

	1. ________________________
	_______
	_____________________
	______________
	 Faculty
 Department

	2. ________________________
	_______
	_____________________
	______________
	 Faculty
 Department

	3. ________________________
	_______
	_____________________
	______________
	 Faculty
 Department



[bookmark: _GoBack]Endorsed by:
	___________________________________________
	
	___________________________________________

	Department/Unit Head’s Signature with Department/Unit Chop
	
	Faculty Dean’s Signature with Faculty Chop
(Faculty Account Only)

	(                                                                                             )
	
	(                                                                                             )

	Name in Print
	
	Name in Print

	Date: _____________________________________
	
	Date: _____________________________________



	Prepared by: __________________________________
	Email Address:_________________________________

	Contact Tel: __________________________________
	




Part II: Office Use Only

	Received by:
	____________________________________
	Date:
	_________________________

	Authorized by:
	____________________________________
	Date:
	_________________________

	Processed by:
	____________________________________
	Date:
	_________________________

	Remarks:
	_________________________________________________________________________
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