SFIS, HRMS, WFS

Using the PeopleSoft Security Request/Change Form for All PeopleSoft Systems

PeopleSoft Systems (SFIS Student/Faculty Information System, HRMS Human Resources System and

If you are a new employee or

Wesleyan University PeopleSoft Systems

WFS Wesleyan Financial System)

have recently acquired new job responsibilities which require access into SFIS, HRMS or
WEFS, please ask your supervisor to submit the combined PeopleSoft Security Request/Change Form. The form is

available on both the SFIS Blog and in your Portfolio under Forms.

The form is a PDF document

that is to be filled in on line for one, two or all three systems as required. The blue areas are

the fields where information is to be entered.

Peopleloft Security Request/Change Form for All PeopleSoft Systems

{5FIS Student /Faculty Information $ystem, HRMS,
Human Resources System and WFS Wesleyan Financial System)
Efecyive gars for (15 GgUesT
O Creale Access O Modify Access

Name Change: Is this a name change without any ather change In access: O‘re@
It yes, please enter the onginal jold) User Hameiemal address:

O Delele Access

ONa

This 15 for-
SFIS (Admisslon, Reglstrar,

general student Information)

l:l WF3 (Viouchers, P-Card
reconclliation, Purchase Orders,
general financial Information)

[] HAmMs (SudentTemp Tme
enty)

It securlty access Is the same a3 another user or former ussers, Indicats Username:

User informanon: Name Weg ID:
Diept. Mamie Dept. Mumbser {omx) Phane:
Title: Campus Mall Address:

Weslayan Emall Address:

@weskeyan.edu Lab {Grad Student Oniy)

$FIS Access (check all that apply)
l:l Aplitty to run queries

] ity to run reports
l:l Cther acesss. Describe:

HRME Access (chech all Inal apply)
[ student Time Entry
] emp Time Eniry
[] other - Descrive nelow:

WFS Access (check all tal apply)

I:l Genaral Smartloc atcess
{Inciedes Wouchers, PO's, Joumals,
Deposht Transmittal and Grant
Proposal)

[ Furcnase orers only (for

graduate students)
|:| P-Card Reconclliation pages

|:| Give ace2ss to all Smankeys In
User's departmant

D Give accass to hese specific
Smartkeys:

Additional Informatlon/Access. If user Iz a WFS approver, pleass provide detalls

Prinied Name of Requestor:

Requastor/Approver (Someaonsa orher than the Lser [ismed abova):

Date:

Department:

Phong’,

Requestors emall address

@wesleyan.edu
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http://sfis.blogs.wesleyan.edu/files/2012/05/PeopleSoftSecurityForm_distributed.pdf
http://sfis.blogs.wesleyan.edu/

Wesleyan University PeopleSoft Systems
SFIS, HRMS, WFS
NOTE: If you are using Windows, you should be able to fill out the form and submit it as indicated below.

However, if you are a Mac user, you may not be able to do so. In that case, you can save the form as a PDF, fill it
out, and email it to pssecurity@wesleyan.edu

A few notes about filling in the information

YV V VYV

Y VY

Please provide information as completely as possible.

Indicate the date this request/change will be effective.

Click on the button to indicate the type of access — Create, Modify or Delete. Only one may be selected.

If this is simply a change in the name of the user, answer Yes in the Name Change section and supply the
original name.

Check the appropriate system or systems next to This request is for.

The speediest and most efficient way to grant access is to copy the security information of an existing
user. If that is the case, please enter that person’s name in the next blue box where shown.

As much as possible, try to use the text fields and check boxes provided. But, if there is further information to be
added, feel free to use the “Additional Information/Access” field.

Submitting or Emailing the Form to pssecurity@wesleyan.edu

» Once the form is completed, you can save a copy as a PDF file for your records by clicking on File > Save As.
» You may either submit the form, as shown below using the Submit Form button, or you may email it to
pssecurity@wesleyan.edu as an attachment.
» To submit using the button, click the purple Submit Form button the upper right-hand corner.
feBe=Ew [Tn|@@® (w8 8|2 L5 | Tools_emmmer]
||||| When Form to retum the You can save data typed into this form.
PeopleSoft Security Request/Change Form for All PeopleSoft Systems
(SFIS Student /Faculty Information System, HRMS,
Human Resources System and WFS Wesleyan Financial System)
Effective date for this request.
o Create Access O Modify Access O Delete Access
Name Change: Is this a name change without any other change in access: OYes ONO
If yes, please enter the original (old) User Name/email address:
This request is for:
QEIQ /Admicecinn Ranictrar I_I HPMC iQhidantiTamn Tima I_l WEQ Nanishare D Mard
» The following page will pop up.

Using the Operator Request Form Rev 2.docx

o0 Under From: Email Address enter your Wesleyan email address

o Under Full Name enter your name. (Notice the tip at the bottom of the page regarding saving your
address and name in Acrobat'’s Identity preferences.)

o0 Click the Send button.
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Wesleyan University PeopleSoft Systems

SFIS, HRMS, WFS

To: pssecurity@wesleyan.edu
Subject: Submitting Completed Form
Attachment:  PecpleSoftSecurityForm_distributed. pdf

[Westomestey

[] Remember me

( J To save your email address and name in Acrobat's Identity preferences,
check Remember me. Do not check this box if you are using a public
computer,

Send l [ Cancel

» The first time you submit a form, the following page may open asking you to choose which email client you are
using.
0 Select the first item Desktop Email Application.
0 Also, click the Don’t show again checkbox. By doing so, when you complete and submit a form the next
time, this box will not appear.
0 Click the OK button.

Select Email Client

Please indicate the option which best describes how you send mail.

(%) Desktop Email Application:

Choose this option if you currently use an email application such as
Microsoft Outlook, Eudora, or Mail,

) Internet Email

Choose this option if you currently use an Internet email service such as
Yahoo or Microsoft Hotmail, oo will then need to save vour Form and
rekurn it manually to CPIKEQL @wesleyan. edu using your Inkernet email
service,

[Joor't shaw again

Ok ] [ Cancel
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Wesleyan University PeopleSoft Systems

SFIS, HRMS, WFS

» If this is the first time you are submitting a form, a page similar to this may open.
0 Click on the Don’t show again check box. When you submit any forms hereatfter, this will page will not
pop up.
o Click OK.

Ouigoing Message Notification

- Anemail message with s e oo ;
‘y 1_distributed,pdf" attached has been given to wour default email application, If
wour email application is configured to send email automatically on a scheduls,
the email will be sent automatically,

If not, wou will need to send the message manually.

» An email with the completed PDF form has been sent, and the request will be acted upon. An email notification
will be sent once the process has been finalized.
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