UML ACCESS REQUEST FORM EXAMPLES

This document is intended to supplement the Access Request Form Job Aid, in providing some, not all,
of the most common examples of how to complete the Access Request.

Includes instructions and related links for the most common inquiries, and oversights.

IMPORTANT:
The budget office is not responsible for access related to HRDirect.

Completing the Budget & SUMMIT Access Request form will not provide you access to enter/approve
timesheets or enter/approve ePAFs, Contact payroll@uml.edu

Access request form link https://www.uml.edu/empac/Financial-Access-Login/

Form workflow: Requestor -> Supervisor or Department Manager -> Budget Office -> IT ->
Returned to requestor marked “Completed”.

Please use the EMPLOYEE ID on this form - A frequent mistake is using an Employees Student
ID, the form will not be processed if it does not include a valid EMPL ID (begins with 1 not O,
can be found on the paystub or timesheet).

Status of an Access Request Form - CONTACT the I.T. Department IF YOU NEED TO INQUIRE
ON THE STATUS OF YOUR FORM https://www.uml.edu/it/contact.aspx, the Budget Office
does not have this information.

Finance Production Login Link - https://www.uml.edu/empac/ - This is where Expense
Reports are entered, BuyWays/Summit.

UPST Job Aids - https://www.umassp.edu/upst/upst-resources - Once your form is
completed you can go here to learn how to enter Expense Reports or reallocate a Procard
expense.

UPST Training Sessions - https://www.umassp.edu/upst/training-information-sessions - Sign up
for a training session if you are not finding the above Job Aids helpful.

Additional resources are available in the “Information for Admins” folder in
OneDrive.uml.edu, this is not a public folder, contact: Budget Office@uml.edu to request
access or contact an admin within your department. Noting, access to this folder will NOT be
granted to a student employee or to TA/RA’s.
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A. Expense Reports/Travel Reimbursements: For themselves
Example:

If the user only needs access to enter Expense Reports/Travel Reimbursements for themselves,

Default roles include Expense Report Self-Service Access and Procard Reallocation, but there are more steps to be
a Procard reallocator — see also 6. Procard Reallocation Info.docx.

For most users, the Default PeopleSoft & Summit roles will be sufficient.

[} Vice Chancellor - LEXE
Associate Vice Chancellor / Dean = LDIV
Dean Administrator — LDIV
Department Administrator - LDEP

() birector / Chair - LDEP
Repﬁm'ng Current Chair:

[ ) Defaule wesmkm;‘mw: Inquiry & Reporting)
) No Roles Needed / No Change in Roles

Expense Approver (Qther: F5_EX_Approver):

Dept: ID:

Regquired: Contact Budgel-OiMice@UNMLEDL when farm 5 completed
ployes will require CFLAST ID and FS_EX Anpeover Rise)

*Executive Level, Division Level or Department Level user
() Executive Level: LEXExooon

. Division Level: LDIVxooox
" Department Level: LDEPaoooos

T — ——— ]

"L Faculty Start-Up Project Team Mamber Only
(] Pi=Individual Dept. ID's

| Add vo ORA FIN Reports

O Other: (Le. RATA)

Attachment Option for odditional details, and/or
Instructions.

[

[ ] Other Roles (If Enown):

Attachment Option for odditional detalls, and/or
Instructions.

. Specific Lndl-.rll.ral Department ID's:

List of specific Financial Departments user showld hove view ocoess
1
2
3

.. No Department Security Required / No Change in Department Security J

| BuyWay Re

Shopper: Creates 1Mpp|'np charts and su.bm‘u te Heqwmmnwfar
processing (Shopper Rode cannot be mived with Procord/BonkCord uier
or Requisitioner Roles)

C} Approver: Approves Requisitions & Invoice for Dept. ID's
5L

2
3

{:} BankCard [Procard) Roles:
BankCard User (Mot needed if Employee has Requisition Role)
O BankCard Approver with Edit (Not needed f Employes has
Reugisitioner Approver Roke]
O BankCard Approver without Edit (Net needed if Employee
hos Requisition Approver)

Mo Change in Security / No Change in Roles

Attachment Option for additional details, and/far

W Approves shoppmg :ham up wSI sm.md
submits cart for Departmental Approval, (Requisitioner Rode
canngt be mixed with the Shopper Role)

o Other Roles Request: (Le. Suppher invite, invoice Approver, Controct
Requertor, et |

L

2

o e
O PI Role: Requisition & Invoice Approver for Dept. 1Ds

1,
1.
a

Attachment Option for odditional details, and/for
instructions.

!
&

]




B. BuyWays Shopper Role

Example:

If the user only needs access to BuyWays as a Shopper.

) New Access Request
Faculty Start-Up Project Team Member Only
[] Pi=Individual Dept. ID's

[} Wice Chancellor — LEX
Associate Vice Chancellor / Dean = LDIV

Dean Administrator - LDIV ] Add 10 ORA FIN Reports
Department Administrator - LDEP O Other: (Le. RATA]
(") Director / Chair - LDEP Attachment Option for additional details, and/or

Replocing Current Chair: instructions.

) Default Roles (Peopiesolt/ Summit inguiry & Reporting) () Other Roles (If Known):
T —
'. xpense Approver [Other: F5_EX_Approver): Attachment Option for additional details, and/or
Depd: 1D instructions.

l.aqulud C,nnl.\f.t Budget-Office @UNML EDU when lorm 5 campleted

'Emc . Dmslnntuapmm l.l'ﬂll.ll.ll' B |ﬁdu=:l Department 1D'%;

() Executive Level: LEXExoton List of specific Finonciol Departments user should hove view ocoess
Division Level; LDVxomos i
) 2
. . 3
.. No Department Security Required / No Change in Department Seﬂ.lrmj
P LR — Attachment Option for additional details, and/or
In;trm:ﬂnns.
() Bhepper: Creates shopping charts and submits to Requisitioner o W Apprmsshogpml:hamupwﬂ SGDmd
processing (Shopper Role cannot be mixed with Procord/BonkCard user submits cart for Departmental Approval. (Requisitioner Role
e cannot be mived with the Shopper Role)
O Approver: Approves Requisitions & Invoice for Dept, ID's O Other Roles Request: (Le. Supplier invite, lsvoicr Approver, Controct
Lo Requestor, efc_|
2 L
3 Fa
i
O BankCard (Procard) Roles: O Pl Role: Requisition & Invoice Approver for Dept. IDs
O BankCard User (Not needed if Employes has Requisition Rale) 1.
O BankCard Approver with Edit (Not needed if Employee has 2
Reugisitioner Approver Role] 3
O BankCard Approver without Edit (Net needed if Employee - _
has Requisition Approver) '.Mﬂ"hm Dption for odditional details, and/or @
inStructions.

: MNo Cha i Ways Security / No Change in Roles

— i




C. BuyWays Requisitioner Role - Faculty Start-Up

Example:

If the user is a faculty member with Faculty Start-Up funding.

Access Needed For  Name: EMPL D

Mew Access Reguest

Vice Chancellor = LEXE
Associate Vice Chancellor [ Dean - LDV
Dean Administrator - LDIY
Department Administrator - LDEP

() Director / Chair - LDEP
Replocing Current Chair:

Default Roles (PeopleSoft / Summt inguiry & Reporting)
Ko Foles Needed | Ko Change in Roles

Expenie Approver (Other F§_EX_Approver):

Dt 10
Bequired Contact :

I Wil CFLAST 10 dnd 5 HX

when larm in completied
Ll

*Executive Lovel, Division Level or Departmient Level uter
Executive Lavel: LEXExoooo:
Drivialn Lowel: LD soooo
Lewel: LDE Paooooos
P Departmant Security Required § No Change in Department Secunity

O Other: e, RATA)

Shopper: Creates shopming charts ond submits fo Requisitionsr for
procesuing (ihapper Bole cannal be mined weth Procord/BonkCond user
o Requasitoner Rodes)
() Approver: Approves Requisitions & Invoice for Dept, 10

I

F
: |

() BankCard (Procard) Roles:

O BankCard User (Mot needed if Employee has Sequeiition fode)

O BankCard Approver with Edit (Mof needed if Emplayer hat
Reugisiiaaner Apprower Role)

O BankCard Approver without Edit (Not needed (f Employee
has Requisition Approver]

Lol

e in Aokes

Employes Email:

Modkfication to existing aors

Faculty Start-Up Progect Team Member Only
- 3 ]
Add to ORA FIN Reports

Attachment Opthon for additional details, and/for
EIrUC TR,

Orther Rodes (If Known).

Attachment Option for odditonal details, and/or
instruciions.

Specific Individual Department ID's:

List of wpredfic Finantial Deportments wier thould hove wirw acerin
| Sl —
&
3

Attachment Dption for odditional detarls, ond/or
instructions.

() Beguishioner: Approves shopping charts up to $2,500 and
submits cart for Departmental Approval. (Reguisroner Role

Other Roles Requieit: fue. Supplier inwte, invoicr Approver, Cortroct
Epguatidor, ofc . )

L

&

i
(:j Pi Role: Requisition & Invoice Approver for Dept. ID's
R
i
 S—
Attachment Option for odditional details, ond/or &
INSErUCtAons.




D. Access to Specific Department ID:

Example:

If the user already has the Default Roles and needs Department Security to individual Department
ID’s (example Plastics Engineering Dept ID).

hancellor - LEXE
Associate Vice Chancellor / Dean = LDIV
Dean Administrator — LDIV

] Add to ORA FIN Reporns

Department Administrator - LDEP O Other: (e RATA]
O Director / Chair = LDEP Attachment Option for edditional details, and/or
Replacing Current Chair: instructions.

[ ) Dther Roles (If Knawn):

App Attachment Option for additional details, and/or
Dept: ID: Instructions.

Required: Contact Budget-Oifice@UNMLEDU when Torm |5 completed
CFLAST |

xecutive Level, Division Level or Department Level user
O Executive Level: LEXExoooo
:) Division Level: LDIVxooo
Department Level: LDEPuoooos
8 No Department Security Required / Mo Change in Department Security

:} Other: Specify Attachment Option for additional details, ond/for
instructions.

() Shopper: Creates shopping charts and submits to Requisitioner for (-

) Requisitioner: Approves shopping charts up t $2,500 and

processing (Shopper Role connat be mixed with Procard/BenkCord wser submits cart for Departmental Approval, (Requisitioner Role
or Requisitioner Roles] comnot be mixed with the $hopper Role)
o Approver: Approves Requisitions & Invoice for Dept. 1D O Other Roles Request: (Le. Suppher imvite, lovoice Approver, Controct
E Requestor, oic
2 i
3 -3
R —
() BankCard (Procard) Roles: () Pi Role: Requisition & Invoice Approver for Dept. ID's
O BankCard User (Not needed (f Employes has Requisition Role) 1.
(O BankCard Approver with Edit (Mot needed |f Employee has 2
Reugisitioner Approver Role) EX "
(o] :::C;r;iphn;ml:eﬁul Edit (Not needed if Employee Attechinent Option for ddaitonal detoils, ond/or @
instructions.

Mo Change in BuyWays Security / No Change in Roles .



E. Accessto entire Department Node:

If the user already has the Default Roles and needs access to an entire Department Node (example:
Access to all Plastics Engineering, Node LDEP, or all the College Engineering, Node LDIV) See the 2
examples below.

Example:

Department Node Level Access

) New Access Request [ Modification to existing access

[ Vice Chancellor - LEXE ) Faculty Start-Up Project Team Member Orly
Associate Vice Chancellor / Dean - LDV [ Pi=individual Dept. iD's
Dean Administrator — LDIV Addl to ORA FIN Reports
Department Administrator - LDEP O Other: fLe. RA/TA)

() Director / Chair - LDEP Attachment Option for additional detalls, and,or

Replocing Current Chair: instructions,

[ ) Default Roles (Peaplesoft / Summit inquiry & Reporting) [ 1 Other Roles (It Known):
No Roles Needed / No Change in Roles
xpense Approver : F5_EX_Approver}: Artachment Option for additional details, ond/or
Depril:_____ instructions.
Required: Contact Budget-Office @ UL EDU when form is completed

Ermgilase will 1 CFLAST 1Dansd F5_EX Appecniesr Roke

. *Executive Lﬂe sinn -:r Department Level user . Specific Individual Department 1D's:
O Executive Level: LEXExooox List of specific Financiol Deportrments user showkd ave view ocoess
Pl zion §aual - | L sy

gty L

Shopper: crea charts and submits to Rsm:mrr Requisitioner: ms shopping charts up m!,SI}D and

processing (Shopper Role connot be mixed with Procord/BankCord user submits cart for Departmental Approval, (Requisitioner Roke
or Requisitioner Rodes) connot be mined with the Shopper Rofe)
D Approver: Approves Requisitions & Invoice for Dept. ID's O Other Roles Request: fLe. Suppher invite, involce Approver, Controct
L Requestor, oic_)
2 L
3 &
. ——
) BankCard (Procard) Roles: (_) Pi Role: Requisition & Invoice Approver for Dept. ID's
O BankCard User {Not needed if Employes has Regquisition Role) 1.
(O BankCard Approver with Edit (Not needed if Employee has 2.
Reugisitioner Approver Roke) 3
BankCard over without Edit (Not needed if Em
o s mm‘:}’r.:; ol f i e Attachment Option for aditional details and/or 2y
instructions.
Mo Change in Security [ No Change in Roles

it



F. Expense Report:

Approval Example:

If the user needs Access to approve Expense Reports for specific Department IDs, the full list of
Department IDs should be sent to Budget_Office@uml.edu after the form has been marked completed

' Vice Chancellor - LEXE () Faculty Start-Up Project Team Memiber Only
Associate Vice Chancellor / Dean — LDIV (] ®=individual Dept. ID's
Dean Administrator — LDIV [] Add to ORA FIN Reports
Department Administrator - LDEF O Other: fLe. RA/TA)

("} pirector f Chair - LDEP Attachment Option for additional details, and/ar

Replocing Current Chair: instructions,
[; TR

) Default Roles (PeapleSoft / Summit Inquiry & Regorting] () Other Roles (If Known):
. Expense Approver (Ouher: F5_EX_Apprever): Attachment Option for additional detoils, and/or
Dep'l: 15 mm instructions.
2L AL A L T A 3 = s LT
Bl il rpquire CFLAST 1D 4R FS_EX Ml’!nit

*Executive Level, Division Level or Department Level user . Specific Individual Department 1DV's:
() Executive Level: LEXExono List of specific Financiol Departments user showld have view occess
™) Division Level: LDIVxoux ;
‘ e artrrynn ey 1 OF Py 3
.. Ma Department Security Requited / No Change in Department Security :l
| ) Other: Speci] Attachment Option for edditional details, and/or
instructions.

O ED.M- creares shuppmn charts and submits roﬁmm‘rmnrrfw Requisitioner: .np;m:u'es moppmg :bar!: up lo$1 Sotl-and
processing (Shopper Role cannot be mixed with Procord/BankCard wser submits cart for Departmental Approval, (Requisitioner Rode
or Requisitioner Rotes] oot be mived with the Shapper Rofe)

O Approver: Approves Requisitions & Invoice for Dept. ID's D Other Roles Request: fue. Supplier invite, invoice Approver, Cantroct

L Reguesior, e )
2, L
3 2.
3

O BankCard (Procard) Roles: O Pl Role: Requisition & Invoice Approver for Dept. ID's
O BankCard User (Not needed if Employee hos Requisition Rale) L
O BankCard Approver with Edit (Not needed if Employee has 2
Rewgisitioner Approver Roie] i
41 i ﬂﬂm o Erm
L2 :,E;ﬁmﬁmmﬁm ol B nppe Mﬂchmn! Dption for additional details, and/or @
inSErUCtions.
Mo Change in BuyWays Security / No Change in Roles



mailto:Budget_Office@uml.edu

G. New Access needing Procard Reallocator Role
Example:

If the user is new and does not have any access to PeopleSoft Finance, and they will also be a Procard
Reallocator, the Reallocator Role is included in the Default Roles, however, the user will also need

Read/Write Department ID Security (also see the OneDrive Information for Admins folder/ 6. Procard
Reallocation).

Vice Chancellor = LEXE
Associate Vice Chancellor / Dean = LDV
Dean Administrator — LDIV

Department Administrator - LDEP

|

aculty Start-Up Project Team Membar Onlby
(] Pi=indwvidual Dept. 1D's
[] Addto ORAFIN Reports

Pther: (Le. Al B
Q reamﬂrlte procard reallocation

O Director / Chair = LDEP Attachment Option for additional details, and/for
Replocing Current Chair: instructions.

e

[} Default Roles (Peapiesoft / Summit inquiry & Reporting) () Other Roles (If Known]:
) No Roles Needed | No Change in Roles
() Expense Approver (Other: FS_EX_Approver): Attachment Option for additional details, and/ar
Dept: 10 instructions.
w.' Contact Budget-Office @UML EDU when Torm is completed

il CFLAST 1D andd FS_EX Appecnist Roie)

| T |
Executive Level, Division Level or Department Level user Specific individual Department 10's:
) Executive Level: LEXExooo List of specific Financiol Departments user shodlid have view occess
:_‘;1 Division Level: LDIVxooxs 1 Lel0s00000
Department Level: LDEPoooos: ; e
Mo Department Security Required / Mo Change in Department Security
:} Other: Specify Attachment Option for additional details, and/or
instructions
.-.'_._ . = -.:-:'.' -____ o ':'-_"_.; J'_- ..-:. :_:_. '-.'T-- e s on b5 T = .. T - .___._l
O Shopper: Creates shopping chorts and submits to Requisitioner Requisitioner: Approves shopping charts up to 52,500 and
processing (Shopper Role connot be mixed with Procord/BankCord user submits cart for Departmental Approval, (Requisitioner Role
or Requisitioner Roles) cannot be mixed with the Shopper Rofe)
D Approver: Approves Requisitions & Invoice for Dept. IDs O‘ Other Roles Request: fLe. Suppher Invite, invoice Approver, Controct
1 Requestor, et}
2 i
3 3
xS
Q BankCard {Procard) Roles: O Pl Role: Requisition & Invoice Approver for Dept. ID's
O BankCard User (Mot needed if Employes has Requisition Roke) 1.
(O BankCard Approver with Edit (Not needed {f Employee has 2.
Reugisitioner Approver Rofe) 3
o ::ﬂﬁﬂxzm:&?l EI NG Aot S .ﬁm-:hn_u-m Option for additional details, andfor @
instructions.
Mo Change in Security / No Change in Roles

|



H. Procard Reallocate by Department ID:
Example:

If the user already has the Default Roles but needs Read/Write Access to certain Department IDs to
reallocate Procard expenses (also see the OneDrive Information for Admins folder/ 6. Procard
Reallocation).

.' Modification to existing acoess

() Vice Chancellor - LEXE [__J Faculty Start-up Project Team Member Only
Associate Vice Chancellor / Dean — LDIV (] P1=indiidual Dept. ID's
Dean Administrator — LDIV | Add to ORA FIN Reparts
G mr‘:é' é"d"}?v”u rite procard reallocation
O Director / Chair = LDEP ment Option for odditional details, andyor
Replocing Current Chair: instructions.,

If Kngwn):

[ ) NoRoles Needed / No Change in Roles
pense Approver ; ) ) Attachment Option for odditional detoils, and/or
Dept: ID: Instructions.
Required: Contact Budget-Office@URL EDL when farm i completed

[Employee will iequete CFLAST 10 argd 5 EX Anpe e Robs

*Executive Level, Division Level or Department Level user | () specific individual Department 1D's:

Executive Level: LEXExooox it of specific Fingneial Departments user should hove view ocorss
8 Division Level: LDIVoooon ; L720400156
8 Department Level: LDEPoooo 3

No Department Security Required § No Change in Department Security
) Other:Specify Attachment Optian for additional details, andjor

instructions,

T

_I- l.pp:msshappmuha m

processing (Shapper Role cannot be mixed with Procard/BankCord user submits cart for Departmental Approval, (Requisitioner Role
or Reguisitioner Rodes] connod be mised with the Shopper Role]
O Approver: Approves Requisitions & Invoice for Dept. ID's O Other Roles Request: fLe. Supplier Invite, fnvoice Approver, Controct
Lo Requestor, efc|
2 L
X 2
S T ——
D BankCard (Procard) Roles: O Pl Role: Requisition & Invoice Approver for Dept. ID's
BankCard User (Not needed (f Employee has Requisition Role) 1.
O BankCard Approver with Edit (Not needed |f Employee has 2.
Reugisitioner Approver Rofe] ES
o x:mﬁﬁ::mtﬁm St s Viemploer ._!.huhn_wm Option for odditional details, and/or @
instructions.
No Change in Security / No Change in Roles

gt



I. Procard Reallocate by Node Level:

Example:

If the user already has the Default Roles but needs Read/Write Access to a Node Level to reallocate
Procard expenses (also see the OneDrive Information for Admins folder/ 6. Procard Reallocation).

) F-:umsmupm r-monn
_| Pl=individual Dept. I0's
| Add to ORA FIN Reports

. Vice chancellnr-l.ExE
Associate Vice Chancellor / Dean — LDIV
Dean Administrator — LDIV

Department Administrator - LDEP Peher: (Le. fiy/TA) J
m read/write procard reallocation
O Director / Chair = LDEP Attachment Option for additional details, and/or

Repiocing Current Chair: instructions.

Defult Roles {kamw: anquw&mm & Rolu Il:|:

Mo Roles Needed / No Change in Roles I

() Expense Approver (Qther: FS_EX_Approver): Attachment Option for odditional details, and/or
Deproil; instructions.
Required: Contact By Oifice when form 15 completed
Errpliryik will iedusne CFLAST 1035 FS_EX ket oves R

*Executive Level, Division Level or Department Level user . Specific Individual Department ID's:
() Executive Level: LEXExooo List of specific Finaneial Departments user should howe view occess
) Division Level: LDNooooo: 1
Department Level: (DEPoooon: ] LDEP100305 :
No Department Security Required / No Change in Department Security
:) Other: Specify Attachment Option for additional details, and/or

Ins!rur.ﬂuns.

O ﬂmm, freare.s shappinn:hnmmd su.b'm‘ts rn .'I'eqmm:mrrfnr Mﬂm .npprnm shuppm; chamup mi! Sm-md

processing (Shopper Role cannot be mixed with Procard/BonkCord wser submits cart for Departmental Approval, (Reguisitioner Role
or Requisitioner Roves] connat be miced with the Shapper Role)
O Approver: Approves Requisitions & Invoice for Dept, 1ID's O Other Rodes Request: (Le. Supabier invite, iovaior Approver, Controct
1 Requesior, b}
2 1
3, 3
i
{:} BankCard (Procard) Roles: O Pl Role: Requisition & Invoice Approver for Dept. ID's
O BankCard User (Mot needed if Employee has Requisition Role) 1.
O BankCard Apprower with Edit (Mot needed if Employes has 2
Reugisitroner Approver Role) ES
o :::?ﬂr::iﬁ:;mu o w',l:::ul it oo Ah:-:hn.ﬂm Option for odditional details, ondfor @
instructions.

—
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