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The Supervisor initiating the request on behalf of a user must complete sections 1, 2, & 3 of this form.
Section 1 - Supervisor Information






	Name
	     
	Phone
	     

	Email
	     
	Fax 
	     


Section 2 – General User Information
	Name
	     
	Phone
	     

	Email
	     
	Fax
	     

	Title
	     

	Network (NT/2000) Account
	     

	Department Name
	     

	Campus Address
	     

	Status (“X’):
	UMASS Non-Student Employee
	     
	UMASS Student Employee 
	     
	Non-UMASS/Consultant 
	     

	Employee / Student ID
	     


Section 3 – User Access Information 

	Specify existing or previous PeopleSoft ID, if any
	     

	Type of Request (mark with ‘X’):
	PeopleSoft Environment for which access is needed (mark with ‘X’):

	
	New
	Change
	Disable
	
	Prod
	Report
	Test
	Dev
	Demo

	HR
	     
	     
	     
	HR
	     
	     
	     
	     
	     

	SA
	     
	     
	     
	SA
	     
	     
	     
	     
	     

	Model User’s Access After: User Name
	PeopleSoft Operator ID (if known)

	HR
	     
	     

	SA
	     
	     

	Disable User 

(Fill this in if a new user is replacing an existing user, or to request permanent/temporary disablement of an account):

	
	User Name
	PeopleSoft Operator ID

 (if known)
	Access Disablement Date/Period

	HR
	     
	     
	     

	SA
	     
	     
	     

	If need for PeopleSoft access is temporary, specify
	Start Date
	     
	End Date
	     

	Do you want to waive PeopleSoft functional training for user? (Yes / No)      

	If yes, indicate for which application: 
	HR
	     
	SA
	     
	FIN
	     
	

	Does user require access to PeopleSoft application(s) from off-campus?    (Yes / No)      

	Note: If access is modeled after another user, you do not need to complete the rest of Section 3, and you can now go to the end of Section 3 and follow instructions on sending to the Worcester Help Desk.

If access is NOT modeled after another user, please complete the rest of Section 3.


Section 3 – Continued 
User Job Role (mark with ‘X’ the job role(s) of the user):

HR – (Place mouse pointer over Roles to get definition comment. Mark with “X”)
	 Job Role
	Mark Role
	Job Role
	Mark Role

	Central HR Roles
	
	Decentralized Timekeeper Roles
	

	Super User – Campus Central

	     
	Department Timekeeper

	     

	Compensation

	     
	Department HR Specialist

	     

	Benefits

	     
	
	     

	Compensation and Benefits

	     
	Fiscal / Non-HR Roles
	

	Workers Compensation

	     
	Finance User I

	     

	Payroll Specialist

	     
	Finance User II

	     

	Payroll Manager

	     
	FIN Management I

	     

	Management I

	     
	
	

	Management II

	     
	IS Roles
	

	Labor Relations

	     
	IS Support - Campus

	     

	HR Admin Support

	     
	Security Administrator

	     

	Employee Health

	     
	IS Technical

	     

	
	
	
	


	Department Security Access (list department(s) whose data this user can have read and write access for): 

	Department Name
	Department ID

	     
	     

	     
	     

	     
	     

	Time & Labor Approval - for HR user only  (list department(s) that user can approve Time & Labor for):

	     
	     

	     
	     

	     
	     

	Query Access (mark with ‘X’):

	Run Queries
	     
	Create Private Queries
	     
	Create Public Queries
	     

	Reporting Environment Access (mark with ‘X’):

	Reporting and Mobius  (view on-line information & reports)
	     

	Production, Reporting and Mobius (enter, edit and view on-line information & view reports)
	     

	Mobius only (view reports only)
	     

	Please note that user will automatically be given access to view those reports that relate to the on-line data access he/she is given (e.g. if user is allowed to update Time & Labor data, he/she will be given access to view the Time & Labor reports).


	You have finished the Supervisor’s Sections on this form, Please do the following:

1. File-> Save As 

(Use this format: “MMDDYYYYUserLNAMEempacPSaccess.doc” example You are setting up an account for Jane Doe, Save As “mmdd2002DOEempacPSaccess.doc” Remember where you saved it)

2. Email your saved file to Worcester Help Desk as an attachment. UMWHelpDesk@umassmed.edu
3. The Help Desk with then generate a HEAT Ticket and send to the Functional Analyst/Data Custodian.


Section 4 - To be completed by HR/FIN/SA Functional Analyst/Data Custodian only:
	Analyst Name:      
	*Verified (CADSCS) Yes/No      

	*Analyst has verified that the required Computing Awareness and Data Security Compliance Statement (CADSCS) has been signed.   If the CADSCS has not been signed, please send a copy to user before granting permissions and file in employee file.

	User Role/Operator Class Assignment:      
Assign user role(s) as marked above: (Yes/No)      


	Assign user the following role(s) instead of the ones marked above:     

	Assign user the following operator class (es) outside of standard user role(s):     

	User Department Security Assignment:

Assign department security as indicated above: (Yes/No)      
Assign the following department security instead of what is indicated above:

	Department Name / ID
	Read/Write Access
	No Access

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Time & Labor Groups - for HR User only

(if not specified, approval authority will NOT be given):
	Group ID 
	Yes/No

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	Operator Preferences Override:

	Business Unit
	     
	Set ID
	     

	User VPN Access:
	          Approve request for VPN access (Yes / No), Reason if No      

	Query Access (mark with ‘X’):  

	Run Queries
	     
	Create Private Queries
	     
	Create Public Queries
	     

	Reporting Environment Access (mark with ‘X’):

	Production, Reporting and Mobius (enter, edit and view on-line information & view reports)
	     

	Reporting and Mobius  (view on-line information & reports)
	     

	Mobius only (view reports only)
	     

	Please note that user will automatically be given access to view those reports that relate to the on-line data access he/she is given (e.g. if user is allowed to update Time & Labor data, he/she will be given access to view the Time & Labor reports).

	Comments / Special Instructions:  

     


*Section 5 – To be completed by Functional Analyst/Data Custodian approving the request
	Approval Signature:

*Functional Analyst/Data Custodian: ________________________________________                  Date: ___________________


*Note: Signature not required if Form forwarded electronically by an Analyst/Data Custodian.
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