
Manual 
Request authorisation for roles in the DSPE 

Below you can read how to request authorisation for various roles in the DSPE. 
Supervisors and assistants can use this form. The employee for whom you request 
authorisation will receive a confirmation by email. The roles are: 

Assistant: this is a tab in the portal. Assistants can start various processes for a 
unit or a team, but have no access to the digital personnel file or the employee’s 
profile. Supervisors van request this role for secretaries, personal assistants or 
administrative assistants. 

HR: this is a tab in the portal. HR cannot start their own processes but they can 
follow every process and can access all the digital personnel files. HR can be asked 
to advice in several processes.  

Budget holder: this is not one of the tabs in the portal. The mandate (or budget) 
holder receives (in the Work list personnel)  those requests that need financial 
approval. All mandate holders need to be registered in the system, this process 
does not replace that registration. 

Supervisor: this role is assigned automatically. 

Log in to the DSPE using your AUAS ID. 

Step 1 

Step 2 

Under Apply changes,  
select Request authorisation. 

Step 3 



In the new screen you will see if there are already roles assigned. If not, the field 
under role is blank. 

Click  and enter the start and end date, select the role from the dropdown 
and enter the correct unit, department or team. 

If you want to end an existing authorisation, click on  and enter the end date. 

Step 4 

In the upper left side, always click Check first 
before submitting the form. 

After clicking on Send, the form will be sent to HR for advice and the budget holder 
for approval. 

The form will be checked by the operations team of SAP HR to check if the 
employees are indeed authorised in the register. 
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