	FAS Admin Systems and PeopleSoft Access Request Form




For Aurora, PeopleSoft, CARAT,  Field Glass, OARS, POI, Roster Wizard, SPECTRA, and FINReport
**Please complete this form and return it in its original MS Word document format, not as a PDF file**

	[bookmark: Text48][bookmark: Text49]Requestor Name (Dept Admin/Supervisor):                                                                        Dept:         

	[bookmark: Text47]Name:         	            HUID:           

	[bookmark: _Hlk77662935]For Harvard Sponsored Role, Contingent Worker or External User provide an End Date:                     



	[bookmark: _Hlk529973077]|_|   Clone Access It is required to review and confirm the user’s access that you are copying and to attach the report(s) along with this request. To see the user’s access that you are copying, run the following reports: “Central and FAS Security Roles” and “PeopleSoft Roles and Departments” in FINReport at https://finreport.fas.harvard.edu.

		[bookmark: _Hlk63845373]Name of user to copy:       
	HUID to copy:             


|_|   Clone All  –  User’s access for ALL the systems on this form will be the same as the user you are copying.

	|_|   Clone Partial/Add Access – Add access (to a user’s current access) that is a copy of another user’s access, but only for the systems you have chosen in this form. Check off the systems you would like to clone. 


	
Access Systems
	
|_|   CARAT - Common Application for Research and Travel - Dept name:       
|_|   OARS - Outside Award Reporting System - Dept name:       
|_|   Roster Wizard - If requesting Harvard College access, prior approval is needed from Carina Myteveli at                               
	      myteveli@fas.harvard.edu. Please forward email w/approval. All others indicate Dept Name:       
|_|   Spectra
|_|   Department Administrator - Dept Name:       
|_|   Proxy Role - Attach Proxy form with Faculty Signature


|_|  Aurora – Lookup Access & Actions
	Role                    	
	Department Name
(example: Econ, Math,  OEB)
	Employee Category
	61Up?

	|_| Basic Lookup Access - No Salary     
This role does not allow Actions and cannot be combined with Actions options 

	|_| Lookup with Salary
	               
               
               
               
	|_|  ALL
|_|  ALL except Sr Faculty
|_|  Athletics Staff (Coaches & Assistant Coaches)
|_|  DCE/OFA Special Exclusion (DCEG, DCEI, DCET) 
|_|  Exempt Staff
|_|  House Faculty
|_|  House Tutors
	|_|  Junior Faculty
|_|  Non-Exempt Staff
|_|  Non -Ladder/Visiting/ Temp Faculty
|_|  Post Docs/Researchers/ Fellows
|_|  TA/TF
|_|  Temp Staff (LHTS & Student Temps)

	|_|

	|_| Lookup with Faculty  Salary
This permission may take a couple days. Appsec needs to get approval from Faculty Affairs before access can be provided.
	|_|  All Faculty        
|_|  Senior Faculty
Please provide a reason for this request:                                                                                                                                                                                                                                      

	|_|  Action Preparer
Role includes:
·  Lookup with Salary 
·  PREP Preparer* (Position Request Portal)
	               
               
               
               
	|_|  ALL
|_|  ALL except Sr Faculty
|_|  All Faculty
|_|  Athletics Staff (Coaches & Assistant Coaches)
|_|  DCE/OFA Special Exclusion (DCEG, DCEI, DCET) 
|_|  Exempt Staff
|_|  House Faculty
|_|  House Tutors
	|_|  Junior Faculty
|_|  Non-Exempt Staff
|_|  Non-Ladder/Visiting/ Temp Faculty
|_|  Post Docs/Researchers/ Fellows
|_|  Senior Faculty
|_|  TA/TF
|_|  Temp Staff (LHTS & Student Temps)

	|_|

	|_|  Action Approver
Role includes:
· Lookup with Salary 
· PREP Preparer* (Position Request Portal)
	               
               
               
               
	|_|  ALL
|_|  ALL except Sr Faculty
|_|  All Faculty
|_|  Athletics Staff (Coaches & Assistant Coaches)
|_|  DCE/OFA Special Exclusion (DCEG, DCEI, DCET) 
|_|  Exempt Staff
|_|  House Faculty
|_|  House Tutors
	|_|  Junior Faculty
|_|  Non-Exempt Staff
|_|  Non-Ladder/Visiting/ Temp Faculty
|_|  Post Docs/Researchers/ Fellows
|_|  Senior Faculty
|_|  TA/TF
|_|  Temp Staff (LHTS & Student Temps)

	|_|


*  The PREP application provides visibility into CPR statuses, reviews manual administrative work, creates efficiencies in data entry and data reconciliation, and enables valuable reporting about position management in FAS. The link to the PREP application plus resources such as user guides can be found on the Aurora Knowledge Center. 
Additional roles available for Divisional leadership, FAS Budget Office and FAS HR.



|_|  Aurora – Add Pay  
For access approval for TA/TF add pays, please contact Ian Richmond
	Role                    	
	Aurora Department
(example: Econ, Math,  OEB)
	
	

	|_|  Add Pay Preparer 
	               

	

	
	

	|_|  Add Pay Approver
	               

	
	
	



|_|  PeopleSoft - Field Glass - For managing temporary workers provided by staffing agencies, out of state payroll workers, and independent contractors. CAN ONLY CHOOSE 1 ROLE 
	|_|  Hiring Manager (Role: FG^Hiring Manager) 
For FAS HR & departments who regularly source temps
· Posts requisitions, selects candidates, finalizes and revises work orders
· Self-approves requisitions with an estimated value less than $10K
· Approves timesheets and reports on own transactions
		
|_|  Time Approver (Role: FG^Time Sheet Approver)
Managers of contingent workers or payrolled workers who approve hours
· Approves timesheets, and reports on own transactions
· Can only approve or reject timesheets on the work orders they are associated with not for a whole org or tub



|_|  PeopleSoft – Quick Hire - Hiring directly into PeopleSoft
	|_|  Quick Hire Students
		|_| Preparer - Add these Aurora roles to your request:  Aurora General, Action Initiator
	|_| Submitter - Add these Aurora roles to your request:  Aurora General, Action Initiator & Dept Admin
	6-digit PeopleSoft Department Number(s):         Required for Submitter role only
|_|  Quick Hire Temps
	|_| Preparer - Add these Aurora roles to your request:  Aurora General, Action Initiator
	Human Resources is the Approver for Temp Hires
|_|  Quick Hire LHTS
	|_| Preparer - Add these Aurora roles to your request:  Aurora General, Action Initiator
	Human Resources is the Approver for LHT Hires





|_|  PeopleSoft – Payroll Register, Time & Labor/Absence Management Groups  
	|_| Payroll Register      
[bookmark: Text59][bookmark: Text60][bookmark: Text61][bookmark: Text62]	Please provide the 6-digit PS department number(s) (e.g.102904):                            
	|_| Time and Labor Groups
[bookmark: Check20][bookmark: Text52][bookmark: Text53][bookmark: Text54]		|_| Time Keeper for T&L group number(s) (e.g. 29466):			                                                   
		|_| Time Approver (Only) for T&L group number(s) (e.g. 29466)		                                                          
		|_| Time Approver/Adjuster for T&L group number(s) (e.g. 29466):  	                                                           
	|_| Absence Management Groups
		|_| Absence Approver (Only) for AM group number(s) (e.g. A29466):  		A       A       A      A                                              
		|_| Absence Approver/Adjuster for AM group number(s) (e.g. A29466):	A      A        A      A                



|_|  FINReport – FAS Reporting Application
	Role        	
	Giga Org, Mega Org, or Org
	Reports Included

	|_|  Department Lite
	               
               
               

	Audit Reports
Expired Confidentiality, Phone Lines
Fund Reports
Terms and Gift Advices
Security Reports 
All Systems, GMAS Detail, PeopleSoft Detail, Time and Labor Approvers

	|_|  Department All
Includes Department Lite Reports
	               
               
               
	Detail Financial Reports
Budget Summary by Fund Group, Budget Detail/CINA, Deficit Summary, Detail by COA Segment, Expenses by Activity, Faculty Start Up Spending, Fund Balance, Monthly Summary

	For College Administrators Only

	|_| College Reports  

	
	College Reports
Budget Variance by Activity, Budget Variance by Mega Object, Budget Variance by Org

	For TFO Users Only

	Role         
	Tub
	Reports Included

	|_|  Affiliate 
Includes all department reports listed above

	               
               
               
	TFO Reports
Flux, Modified GAAP, Management Report, Management by Fundtype


|_|  HSR – Harvard Sponsored Role - Web-based administrative tool to standardize and simplify HSR management across schools and units (HSR Portal). More resources can be found on the IT Help Portal. 
Training is required. Link: HSR Policy training. CAN ONLY CHOOSE 1 ROLE

	|_|  Local Approver - Person designated by a department to review and approve HS role requests and audit and administer HSR data for their unit
· View information on all HSRs for which they have permissions
· Initiate requests to create, extend, terminate, or update data on HSRs for which they have permissions
· View and approve, push back, or decline requests to create, extend, terminate, or update data 
          Please provide the 6-digit PS department number(s) (e.g. 102904):                            
	
|_|  Administrator - Person designated by a department to review, audit and administer HSR data for their unit
· View information on all HSRs for which they have permissions
· Initiate requests to create, extend, terminate, or update data on HSRs for which they have permissions
           Please provide the 6-digit PS department number(s) (e.g. 102904):                            

|_|  Reviewer - Person designated by a department to review HPR data for their unit
· View information on all HSRs for which they have permissions

            Please provide the 6-digit PS department number(s) (e.g. 102904):                            
Reviewer roles may also be restricted by Company or HS Role Type. Please describe any additional restrictions on the reviewer role, if desired.                




[bookmark: _Hlk115169170]Comments:      
Please email the completed form to appsec@fas.harvard.edu                                                              	Revised February 2023						

Please email the completed form to appsec@fas.harvard.edu                                                          
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Please email the completed form to appsec@fas.harvard.edu                                                                   Revised  February  202 3              

FAS Admin Systems and PeopleSoft Access Request Form      

For  Aurora, PeopleSoft, CARAT,   Field Glass,  OARS,  POI,  Roster Wizard, SPECTRA,  and  FINReport   ** Please complete this form and return it in its original MS Word document format, not as a  PDF   file **    

Requestor Name   (Dept Admin/Supervisor):                                                                               Dept:                 

Name:                               HUID:                     

For  Harvard Sponsor ed   Role , Contingent Worker or External User provide  an End Date:                          

 

    Clone Access  It is required to review and confirm the user’s access that you are copying and  to attach  the report(s) along with this request .   To see the user’s access that you are copying, run  the following reports:  “Central and FAS Security Roles” and “PeopleSoft Roles and Departments” in FINReport at  https://finreport.fas.harvard.edu .  

Name of user to copy:               HUID to copy:                          Clone All    –    User’s access for ALL the systems on this form will be the same as the user you are copying.  

    Clone Partial/Add Access   –   Add access (to a user’s current access) that is a copy of another user’s  access, but only for the systems you have chosen in this form. Check off the systems you woul d like to clone.    

    Access Systems           C ARAT   -   Common Application for Research and Travel   -   D ept  name:                     OARS  -   Outside Award Reporting System   -   D ept name :                    Roster Wizard   -   If  requesting   Harvard College   access , prior approval is need ed from Carina  Myteveli at                                            myteveli@fas.harvard.edu .   Please   forward email w/approval .   All others indicate   D ept   N ame:                     Spectra       Department Administrator  -   Dept Name:                     Proxy Role  -   Attach Proxy form with Faculty  Signature      

