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PeopleSoft Security Request - Finance Module
SUPERVISORY PERSONNEL are responsible for completing and submitting this form. 
Purpose: To grant, change, or revoke individual Finance Information System access in PeopleSoft required to perform specific job functions.  This request is intended for those who will serve as budget managers, initiators of purchase requisitions, approvers of purchase requisitions, or those performing similar functions as a requirement of their job.  Access to student data requires the submission of a PeopleSoft Student Module Security Request.
Instructions: 
Supervisor: Please follow these steps to avoid delays.

1. Complete this form by filling in the blanks on your computer.

2. Save a copy of the completed form on your computer.
3. Attach a copy of the completed form to an email and send it to the IMT Support Desk (support@apu.edu).  IMPORTANT – The supervisor of the employee whose name appears below must email the document for it to be valid.

Any changes in access will require the resubmission of a PeopleSoft Finance Module Security Request form.  Please submit the completed form to the IMT Support Desk.  The IMT Support Desk will notify you when approval routing and provisioning are complete.  A Finance Systems Lead will evaluate and act on your request.
Request Information:
Request Date:      
Personnel Action (Select one):
New Hire  FORMCHECKBOX 

Transfer  FORMCHECKBOX 


Termination FORMCHECKBOX 

Employee Information:
APU ID#:      
APU NetID:      
Employee is a Current or Former Student: FORMCHECKBOX 

Last Name:     

First Name:     

Middle Initial:     
Job Title:        Dept/Business Unit:        Campus Phone:      

     

  APU Email:  FORMTEXT 

     
  Ext: 
Primary affiliation with APU:

 FORMCHECKBOX 

Administration


 FORMCHECKBOX 

Part-time Faculty (not adjunct)

 FORMCHECKBOX 

Grad/Student Intern



 FORMCHECKBOX 

Student Worker
 FORMCHECKBOX 

Full-time Faculty

 FORMCHECKBOX 

Part-time Staff





 FORMCHECKBOX 

Temporary Full-time Staff
 FORMCHECKBOX 

Full-time Staff












 FORMCHECKBOX 

Temporary Part-time Staff

Access Information:
Please check the types of access required from the list below – Approving Agent: Finance Systems Lead.
· Enter Purchase Requisitions











Allow:  FORMCHECKBOX 

Change:  FORMCHECKBOX 


Revoke:  FORMCHECKBOX 

(Select only one)
· Budget Inquiry – List cost center numbers below






Allow:  FORMCHECKBOX 

Change:  FORMCHECKBOX 


Revoke:  FORMCHECKBOX 

(Select only one)
1.
     

2.
     

3.
     

4.
     
· Approve Purchase Requisitions – List cost center numbers below

Allow:  FORMCHECKBOX 

Change:  FORMCHECKBOX 


Revoke:  FORMCHECKBOX 

(Select only one)
1.
     

2.
     

3.
     

4.
     
· Short description of the employee’s role and of the access requested: 
· If you are unsure of the type of access required, please provide the APU NetID of the individual who performed or is performing job functions identical to this employee.

APU NetID:      
Location/Ship to (select all that apply):

 FORMCHECKBOX 

Azusa


 FORMCHECKBOX 

High Desert


 FORMCHECKBOX 

Inland Empire


 FORMCHECKBOX 

Orange



 FORMCHECKBOX 

San Diego


 FORMCHECKBOX 

Ventura/Oxnard
Supervisor Information:
Supervisor’s Name: 
Supervisor’s Email Address:      

Supervisor’s Phone:      
Approval – Please read carefully.  By submitting this request, you are agreeing to the conditions below.
Supervisor acknowledges that the roles and permissions requested are necessary/required for stated employee to perform their assigned job functions, and accepts responsibility for the employee’s actions within the given access rights.  Supervisor further acknowledges that the employee has been informed and understands the FERPA regulations governing his/her use of the data in PeopleSoft.
Please indicate your approval by entering your initials and the date before submitting:

Initials:
     

Date: 
Last Revised 06/23/2009
PFMSR 1.24
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