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	DEPARTMENT/REQUESTOR INFORMATION

	PS Dept. #:         
	PS Department Name:        

	Requestor Name:       

	Requestor Title:         

	USER INFORMATION (Individual for Whom Access is Being Requested)

	

	Employee ID:        

	Name (First, Last):      

	USER ID/Login:       
	UMBC Extension:       

	E-Mail Address (email@umbc.edu):       

	Is the requested role for Primary or Back-Up? **     FORMCHECKBOX 
 Primary           FORMCHECKBOX 
 Back-up

	Is the requested access for a Primary or Secondary Department?**     FORMCHECKBOX 
  Primary      FORMCHECKBOX 
  Secondary

	Do you have access under another department?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No    If Yes, please provide PS Department Number(s):       

	USER PROFILE:  briefly describe User’s job as it relates to access to HR Functional Area; 

     
 

	DEPARTMENT APPROVAL

	Department Head Signature:


	Date:

                      


SECURITY INFORMATION:  (description of HR Security Roles outlined on Page 2; if request is to ADD a role, 





    the appropriate documentation of HR Training must be attached to this form)
	HR FUNCTIONAL AREA
	ROLE
	ADD
	          REMOVE

	PS HRMS/Payroll
	Payroll Preparer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Payroll Approver
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Manager/Supervisor
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Department Head
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Business Manager
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Division Head
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	PS Time Entry
	Payroll Preparer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Payroll Approver
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Manager/Supervisor
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Department Head
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	PS Position Management
	Payroll Preparer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Manager/Supervisor
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Department Head
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Division Head
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	PS Commitment Accounting
	Payroll Preparer

	          FORMCHECKBOX 

	                     FORMCHECKBOX 


	
	Payroll Approver
	          FORMCHECKBOX 

	                     FORMCHECKBOX 


	
	Business Manager
	          FORMCHECKBOX 

	                     FORMCHECKBOX 


	
	Department Head
	          FORMCHECKBOX 

	                     FORMCHECKBOX 


	
	Division Head
	          FORMCHECKBOX 

	                     FORMCHECKBOX 



**For audit purposes, an individual listed as a Preparer cannot have the role of Approver.
ROLE DESCRIPTIONS:

1. Payroll Preparer:  will have Update, Inquire and Report access to PS Administer Workforce (Employee Job Data, FAS Distribution Row, Change PAR, etc.); Update, Inquire and Report access to UMBC Time Entry (enter time and exceptions, view time entry detail, print PS Timesheets and Gross Pay Report); Report access to PS Compensate Employees for the purpose of viewing employee payroll and leave data (Statement of Payroll Charges, Leave Accrual Reports, etc.); Inquiry and Report access to PS Develop Workforce (vacant and active Position Data); and Inquiry access to PS Commitment Accounting menus (Account Code look-up and viewing Department Budget Earnings information) for employees in the department.

2. Payroll Approver:  will have Update access to UMBC Time Entry (to approve time and exceptions); all Inquire and Report access granted to Payroll Preparer as outlined above.

3. Manager/Supervisor:  Inquire and Report access to PS Administer Workforce, Position Management, and Compensate Employees within the department.

4. Department Head:  Inquire and Report access to PS Administer Workforce, UMBC Time Entry, Commitment Accounting (US), Compensate Employees, and Position Management for all employees within the department.
5. Business Manager:  will have Inquire and Report access to access to PS Compensate Employees for the purpose of viewing employee payroll and leave data (Leave Accruals, Statement of Payroll Charges, Gross Pay Report); Inquire access to PS Administer Workforce to look up employee Job Summary information; Inquire access to PS Commitment Accounting for the purpose of looking up HR Account Codes and Department Budget Earnings; and Report Access to Develop Workforce to look up employee payment distribution history.
6. Division Head:  will have all access granted to Manager/Supervisor; Inquire and Report capability in PS Administer Workforce (to look up employee job data), Commitment Accounting (to look up department budget information), and Develop Workforce (to look up employee payment distribution history) for all departments under their authority.
Inquire = Access to view data in PS.

Update = Can add data to existing PS records.

Report  = Ability to generate and print delivered and custom PS Reports.

Query  =  Authorized to look up data from in PS based on specifically outlined data elements. 
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