Instructions for UH System Financial System Access Form

University of Houston/UH System Administration
A.
Completing the Form

1. Enter all requested information related to the user requesting access.

2. Under Business Unit Access, choose Add or Remove for the business unit(s) that the user needs to access.

3. For Department Users, choose Add or Remove for the type of access requested.   (Access to create Budget Journals, Journals, Requisitions, Requester or Vouchers for UH/UHSA Users includes view access to all financial data.)  For Budget Journal access, choose the appropriate approval role.
4. Obtain the signature and date of the user who needs access.  (For new employees, their signature will be obtained at new employee orientation.)
5. Obtain the signature and date of the user’s supervisor or the department or college/division business administrator.

6. Obtain the signature and date of the person who verified that the employee completed required training, if applicable, on Campus Security Approval.
7. The person who provides access will sign and date on Security Updated By.

8. Enter any comments needed in the Special Instructions box (optional).

B.
Routing the Form

1. New Employees

a. Send the Financial System Access Form and Operator ID forms to Human Resources prior to the employee’s employment start date.

b. The Customer Service Center will obtain the employee’s signature on the Access and Operator ID forms at new employee orientation and route the Operator ID form to Information Technology for processing.
c. When the new employee has completed Finance training (the day after new employee orientation), Customer Service will indicate the training completion date on the form, sign on the Campus Security Approval line, and send the form to the Director of Financial Systems to grant the requested access.

d. Financial Systems will sign the Access Form on Security Updated By and notify the user that access has been granted.

2. Current Employees

a. Send the Financial System Access Form (and Operator ID form, if the employee does not already have access to Finance) to the Director of Financial Systems (fax 713-743-8799).

b. Financial Systems will send Operator ID forms, if provided, to Information Technology.  After the Operator ID has been setup, Financial Systems will grant the requested access.

c. Financial Systems will notify the user that access has been granted.
Note: The above instructions are for UH and UHSA users only.  UHCL, UHD, and UHV users should following instructions provided by their security administrator.
