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[HOTICE: This form is for CMS (Studant, HR Adi , and ) onky.
I you ara ing an t for the Adh lication, please submit an “Account Requests”™ tieket.

Select the Account Request type:

*Request Type: © New User ilbe———
Add/Change/Remove (partial) crrrent security
Remove (ALL) current security

In the summary field entesr “Access to PeopleSoft Financlals”

Enter short description of request (e.g.; New CMS B | ):
N - =

Recipient Information - i iezmag =

Enter the ip 's Cal Poly (e.g. ): Click Lookup Redipient after entering Usemame: "
“Usemameig Lookup Redplent
Full Name: Email:
Dept ID: Username: Enter you Cal Poly user name click on M
Dept: Lookup Reciplent and the nformation wili populate| ppqne:
the remalning fields
Responsible Use Policy (RUP), Confidentiality/Security Agr Verification: l Be sure to click this boxJ
Cal Poly {(RUP) foyrms: Student (RUP) and Non- P). Cal Poly Copfidentiality-Security information and forms.,
NOTE: The usage agreement forms MUST be on file before the user receives access. —
*Usage Agreements: “hwircertly e Hediolent has completed Cal Poly’s RUP and Confidentiafity/Security agreements.

Annraver Infarmation - indrdual spptoarsg scen

L. ** MUST be filled-in before procesading to Step- 2
2. Approval must have the role Head of Départment or higher and must be available to approve request

Enter the Approver's Cal Poly Username (e.g. jmustang): Click Lookup Approver after entering Usemame: Enter you Approving Officlal's Cal Poly User
e . Name. Click on Lookup Approver and the
Approver Usermname: Lookup Approver
., < n Infomation wlll populate for you.
Avprover's Name: Aoorover's Phone: |




Requestor Username: jepaoluc Requestor Phone:  805/756-2234

OPTIONAL - Change Requestor (e.g. jmustang): OPTIONAL - Click Change Requestor after entering Usemame:
Change Req Usemame: ~ Change Requestor

Incumbent/Person with Similar Roles Information - (ostiens
IF you want/need this Recipient’s roles to match the Incumbent or somebody with similar roles, please provide full name.

Enter

BOp

Incumbent/Sim#ar Person:

the name of the person before you who had

Proceed to Step-2

1. If you are done entering all infermation above, select Proceed to Step-2
2. If you are not done entering all information above, select Finish which will save your work and you can reopen ticket later to finish

~ ProceedtoStep-2 =

@ Finish & New Cancel
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Chick tab Step-2 of 2 CMS Role Details
vvYy below for Role Selections

] 3
Step 1 of 2 - Request Detail: ST CHSMEM‘SM Sumnsary

jish & New

1. Enter ol required information and then chck Procesd to Step-2 (at battom of page)
2. To save your work before procasding to Step-2, click Finish, Yeu can then open the request later to complete request.
3. * means field is required

CMS Request ID: 4560 Request States: Open
Change Status to Cancelled |

Request Basics




This Finance role allows Users to have view only access to Accounts Payable, Purchasing, Asset Mgmt, Receiving, General Ledger and
Chart of Accounts.

This Fnance role allows Users to entes, but not approve, a Requisition.
This Finance Role allows Users to enter and

approve requisitions for themselves and

other spedfied Users.

This Role is required for anyone using the Procurement card. It allows Users to view charges, make changes to chartfields, and print
your monthly ProCard statement.

This Hole alows Users sccess b the Finance Dashboand.

This Role alows Users access to the Labor Cost Dashboard and should only be granted to Users who need access to payrol
mformation.
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