Instructions for completing the University of Baltimore Request for 
Access to PeopleSoft Financials form:

Last Name - Enter your legal last name.

First Name - Enter your legal first name.

Title/Position - Enter your title.
UB Phone – Enter the full 10-digit number for your University of Baltimore telephone.

Department/Office - Enter the name of your department or office (e.g., Law School, Merrick School of Business, Facilities Management, etc.).

Login ID – Enter the ID you use to log in to the UB network. 

UB E-mail - Enter your University of Baltimore e-mail address.

Building/Room # - Enter your location using the Building Abbreviation from the UB Faculty/Staff Directory.

Employee Type – Select one of the following from the dropdown: 
· ‘Regular’ if you are a PIN employee; 
· ‘Contractual’ if you are on a temporary employment contract; 
· ‘Student Employee’ if you are a student or graduate assistant; 
· ‘Outside Consultant’ if you do not report your time through the Biweekly Time Entry page.

Type of Request – Select from the dropdown:
· Select ‘Add New PeopleSoft Financials User.’  for a user that does not currently have access to PeopleSoft (PS) Financials, For a current PS Financials user having access added, select ‘Add New Roles/Departments for Existing PS User.’  
· Select “Delete some Roles/Departments from User” for a user having only some of their access removed (for example, a department number), 
· Select ‘Delete All Access to PeopleSoft Financials.’ for a user leaving their current department or area of responsibility, 
· Managers are required to submit a request to remove all access when a staff member transfers to another department or leaves employment.  For contractors, it is the hiring manager’s responsibility to submit a request to remove all access when the contractor’s service ends.

Continued on next page

Requested PeopleSoft Functionality – Check the ‘Add’ column for each function that should be added.   Check the ‘Delete’ column to remove existing access to any function.   If adding and deleting access by department (see #10), it may be necessary to submit more than one form.

· Department Budget Maintenance – BUD – Provides departmental budget transfer and inquiry access.

· Department Budget Inquiry – BUDINQ – Provides departmental budget inquiry access only.

· Financial Report Distribution - FRDST: Provides daily distribution of the nVision budget reports (P&L) through the report manager.  Note: Financial report distribution is limited to a maximum of three users for each department or grant. 

· Receiving - RECV: Provides access to enter the receipt of goods or performance of services thus approving payment against the purchase order for the amount received. 

· Requisition – create only – no approval - REQ:  Provides access to enter new purchase requisitions.

· Requisition – Approval Authority up to $25,000 – REQ25: Provides access to enter and approve purchase requisitions up to $25,000.

· Requisition – Approval Authority up to $100,000 – REQ100: Provides access to enter and approve purchase requisitions up to $100,000.

· Purchasing Card User – Provides access to add descriptive information to transactions and reallocate charges from the default codes. To become a Cardholder, a Cardholder Information Form and Cardholder Agreement form must also be completed and submitted to Procurement.

· Purchasing Card Reviewer – Provides access to review statement information, add descriptive information to transactions and reallocate charges from the default codes. To become a Reviewer, a Reviewer Agreement form must also be completed and submitted to Procurement.

· AR Dunning – Provides access to generate Dunning notices. Inform your department’s Business Administrator and request training from them.
· Billing – Provides access to create invoices. If this access is needed, you must also list the business units for which you will be creating invoices. Inform your department’s Business Administrator and request training from them.

· AR/Billing Query Access – Provides access to Accounts Receivable and Billing queries.
· Purchasing/Finance/OTS Staff Only: Used by Purchasing, Finance, and OTS to enter specific roles for their staff.

Applicant Signature – Read your responsibilities, sign, and date the form.

Manager Signature – Access must be approved by a supervisor at a Director or higher level from the department(s) listed on the form.  Staff may not approve their own access.

Comptroller’s Office Signature – New access to financial functions requires approval by the Comptroller’s Office. The Comptroller’s Office will verify and approve all department codes.  Submitting a Request for Access form without the appropriate signature will delay processing and may result in the form being returned to the user.

Procurement Director Signature – New access to procurement functions requires training and approval by the Procurement Director. The Procurement Director will verify requisition code defaults. Submitting a Request for Access form without the appropriate signature will delay processing and may result in the form being returned to the user.

Budget Office Signature –New access to any financial reporting or budget maintenance function requires approval by the Budget Office.  When these approvals are required, submitting a Request for Access form without the appropriate signatures will delay processing and may result in the form being returned to the user.

Requisition Code Default & Supplemental Information – Enter the accounting codes (Department, Fund, Program, Grant/Project) to be used on all of your requisitions as a default.  This default can be overwritten on a requisition during data entry. Department, Fund and Program are required fields. 
In addition, list users who will be able to approve and/or view the applicant’s requisitions. If the user will have approval authority for requisitions, list any users for whom the applicant will have approval authority.
Department Access – Access to PeopleSoft information is controlled at the Department Number level.   Enter the description and number for each Department. If there is an associated Grant/Project, enter that; otherwise, leave blank. Select the required access from the Budget, Procurement, and Report Distribution dropdowns. If you only need access to Procurement, leave the Budget dropdown blank; if you only need Budget, leave Procurement blank. If you need access to more than 16 Departments, attach additional sheet(s) with required information, user’s name and manager’s signature.

Please send the completed form to the Functional Systems Analyst in Administration & Finance.  The user will be contacted by the PS Security Administrator in OTS when setup is complete.
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