
Your Name___________________ Employee’s Name________________________ and EMPLID___________________







Request for Authorizing an Employee to Initiate Journal Entries 





SEND this form to your CAMPUS SECURITY ADMINISTRATOR (CSA).  If you are requesting a new Source, INCLUDE A NOTE explaining why you need an additional Source.  Your CSA will let you know if your request is approved and when the Source is ready.  If you are not requesting a new Source, your CSA will let you know when setup for the employee using an existing source is ready.





If you are requesting a new Source, what Source are you recommending?    ___ ___ ___   Remember, it must be three characters and the first character must begin with the last number of your Business Unit.  What description do you want for this source?  Start it with your BU abbreviation, (UMA, UMF, UMFK, etc) and limit it to 30 characters: 


Description: ______________________________________________________________





Update the MANAGE SECURITY ACCESS System.  


(Refer to the Request for Authorizing an Employee to Initiate Journal Entries form for the information you need for this update.)





In the Ledger User Security link, set up the employee’s Ledger Group(s) identified in Box C.  The employee and EMPLID are listed at the top of the form.         





Set Up Employee DEFAULTS: 





In the Users Preferences link, go to Overall Preference and enter the employee’s BU and enter a SetID of UMSYS.





In the Users Preferences link, go to General Ledger and enter the employee’s:





Default Ledger Group circled in Box C         


Default Source as Identified in Box F (and set up by the System Security Administrator if it is a new Source)


Place a check ( in the boxes of these options and defaults:


	(  Save Journal Incomplete Status			(  Skip Open Item Reconciliation


	(  Re-Edit Previously Edited			(  Skip Summary Ledger Update		


								(  Skip Entry Event Processing


	


In the BU User Security link, set up the Business Units identified in Box D     





Set Up ROLES for the EMPLOYEE:


	Assign Journal Entry Actual/Budget to the employee.  You attach no RCP to this role.





	Assign Additional Sources toView IF the employee is to have access to JE’s with sources other than the one assigned to the employee and/or to JE’s created by others on the same source the originator uses.  Attach an RCP with the sources listed in Box B.  





Set Up ROLES and RCP for the REVIEWER(s), if any:


	Assign the role Journal Entry Reviewer 1 to the Reviewer(s) indicated in Box A.  Attach an RCP that includes the new Source.  Assign the role of Journal Entry Actual/Budget to the Reviewer(s).





Set Up ROLES and RCP for the FINAL APPROVER(s), if any: 


	Assign the role of Journal Entry Final Approver to the Final Approver(s) indicated in Box A.  Attach an RCP that includes the new Source.  Assign the role of Journal Entry Actual/Budget to the Final Approver(s).





Set Up DEPARTMENT ACCESS for the EMPLOYEE:


	Review the employee’s department access under the Security Report Groupings Icon to ensure the departments listed in Box E are included.  Do not remove other departments currently on the list.  


	





What existing Source are you asking the employee to use?


          ___ ___ ___





After you submit this form and your CAMPUS SECURITY ADMINISTRATOR (CSA) tells you JE set-up is ready for the employee, let the employee know  what Source to use on JE’s s/he initiates.  If there is a Reviewer and Final Approver tell the employee the names of these people so the employee knows who will receive the JE’s the employee submits.





Contact your CSA if you need to confirm the names of the Reviewer(s) and Final Approvers for any existing Source. 





   A NEW SOURCE





  AN EXISTING SOURCE





             Will the employee use a NEW SOURCE or an EXISTING SOURCE (one used by other employees)?





Who will receive the JE’s the employee submits?  Check ( one:





___	No-one.  Post the employee’s valid JE’s with the next posting cycle.





___ 	A Final Approver only, name:___________________________________________


	


___ 	A Reviewer, name: ___________________________________________________                


		


	AND a Final Approver, name: __________________________________________





	List Alternate Reviewer, if any:  ________________________________________


		List Alternate Final Approver, if any: ____________________________________





Should the employee be able to view and change from the Find an Existing Value Page) JE’s other than those JE’s the employee originates?  If “yes” list which Sources the employee should access (include the Source you are requesting (see box F below) if it is used by more than one employee and you want this employee to see JE’s other than those s/he originates.)  _________________________________________________________________________





D





Which Business Units should the employee be allowed to enter on JE’s? 


Check ( each Business Unit that applies:





	___UMS01-UMA	___UMS04-UMM	___UMS07-UMPI 


	___UMS02-UMF	___UMS05-UM		___UMS08-SWS


	___UMS03-UMFK	___UMS06-USM





Which Ledger Group(s) should the employee be allowed to enter on JE’s ?


 Check (  each ledger group that applies: 





 	___ ACTUALS   ___BUDGET   ___BASEBUD  ___FUTBUD





Circle the ledger group above that should appear by default on the Header Page when the employee creates a new journal entry.








Guidelines to CAMPUS SECURITY ADMINISTRATORS


to Set Up Users of EXISTING and NEW Sources





1. 	For NEW Sources you have approved, sign the Request for Authorizing an Employee to Initiate Journal Entries form and send a copy, along with the written justification for the new source, to Mac Poulin, SYSTEM SECURITY ADMINISTRATOR.  He will create the new Source and any required Route Control Profile (RCP) and will let you know when they are ready.  You will need the new Source and RCP to complete the setup in your Manage Employee Access system.





2.	Follow instructions below to update Manage Employee Access for the employees impacted by the request--JE originator and any Reviewers and Final Approvers.


 


3. 	Notify the Requestor that set-up is complete so the Requestor can, in turn, notify the JE originator and any Reviewers and Final Approvers.   Be sure to give the Requestor the new Source if a new Source was created.





4.	Update the excel document JE Source Tracking Sheet so you know what Sources which employees in your Business Unit have been asked to use—this information is not tracked in PeopleSoft.   It also tells who is Reviewing / Final Approving each Source.











This form last updated: 9/22/05
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Are there any additional departments you want added to the departments the employee can see on GL Inquiry?  If so, please list them here:


_________________________________________________________________________




















(Reserved for CSA Use only) To System Security Administrator: Mac  Poulin  Request for new Source:   ___ ___ ___  


The attached NOTE explains why we are requesting a new Source.   Please create it based on the information in Box F and set up an RCP, if needed, per information in Boxes A and B.  _________________________________________   Date:________________


					          (signature of CSA for Business Unit UMS___ ___  Phone:_________________       











