[image: image1.wmf] 

           PEOPLESOFT FINANCIAL SYSTEM for 9.2
              SPECIALIZED ACCESS REQUEST FORM  3-2018       MAIL TO AD412 OR AD413

	[image: image1.wmf]THIS FORM IS FOR GENERAL CAMPUS USERS ONLY

	Date: 
	Reason:   FORMCHECKBOX 
 New Hire   FORMCHECKBOX 
Transferring   FORMCHECKBOX 
Reactivate locked Account       FORMCHECKBOX 
Other

	PeopleSoft Dept #: 
	Dept. Name: 

	USER INFORMATION:

	Full Name:
	Employee ID:

	User Name(alias)
	CAMPUS ID (alpha-numeric code on Campus id Card)


	Email Address: YourEMAIL@UMBC.edu 

	Location (Building / Room number) 

	INQUIRY ACCESS:
	Add
	Remove

	General Inquiry

Access
	VIEW ONLY General Ledger information, Tree Viewer, Query View, Locations,  
AP Inquiry, Payment Inquiry, PeopleSoft Reports, Grant Inquiry/Reports
	
	

	TRANSACTION ACCESS DEPARTMENT SPECIFIC :
	Add
	Remove

	Department Security
(Authorized Dept. IDs / Nodes  )       
	
	
	

	Requisition Entry

(Approver on different Form)
	Create Requisition selecting ‘own name’ as Requester
	
	

	
	Create Requisition selecting ‘additional names’ as Requester 

(“Keep Existing” is recommended for 9.2 upgrade)
	 FORMCHECKBOX 
Keep Existing

 FORMCHECKBOX 
Update names
     on Page 2

	Payment Request
	Create Payment Request for Departments listed above

 (Approver is included on different Form)
	
	

	Enter Receipts
	Enter receipts for Goods & Services 
	
	

	TRANSACTION ACCESS CAMPUS or COLLEGE  or UNIT:

	Journal Entry
	Create Journal Entry (Approval is included on different Form)

	
	

	Budget Transfer
	Budget Transfer 

(Approver is included on different Form)
	
	

	ADDITIONAL ACCESS and INFO:                            
	Add
	Remove

	Principal Investigator

(PI)
	This form will give access to certify Effort Reports.
	
	

	Courtesy

For New Hires:
	Courtesy notes: 

1) Property Custodian Access: please submit Custodian Form to Asset Management.  Access is granted with the form and after Property Custodian Training.  
2) PCARD Access: please submit Form to Procurement PCARD Forms to Admin 732.

	By signing this request, I certify that I have understand and will abide by the governing policies, regulations and laws. User Signature:


	Supervisor Certification:  By signing this request, I certify that the information submitted on this form is accurate, complete, and that the user has been provided and instructed to read and abide by the governing policies, regulations and laws.

	Supervisor Name:
	Email Address:

	Supervisor Signature:
	Phone:_______-________-_______


Page 2 is only required if  FORMCHECKBOX 
Update names is checked” next to “Create Requisition selecting ‘additional names’ as requester.
Each Requisition is assigned to one REQUESTER.  This is the person who wants the goods or services to be procured.  Your department has the option of setting everyone up as a Requester in PeopleSoft, or only setting up a limited number of people.

Each requisition is input by authorized persons called REQUISITIONERS.  Their UserID is recorded by the system whenever they perform an action on a Requisition.  You can have multiple Requisitioners.  We recommend that you have at least two people who enter and at least two people who approve, to cover vacations, illnesses, etc.

REQUESTERS and REQUISITIONERS must be linked on PeopleSoft before you can begin entering any requisitions.  For each REQUISITIONER you designate, you have to list all REQUESTERS for which that person can enter/modify requisitions.   A REQUISITIONER can enter or modify documents where they are the REQUESTER and can also be designated as a RECEIVER, but cannot approve their own documents.  Ask yourself these vital questions:

· Who will enter & modify Requisitions in PeopleSoft for our department?
· Who will be set up as a Requester for our department?

	Requester 

Full Name
	ALIAS

(alias@
umbc.edu)
	Campus ID 
	Phone 

(if changed or new)
	Location 

Building/Room
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