Section 1 New Financial Mega Org (Org)





FAS Request Form: New Department	
	
2
Once the above information is completed, please email this form to AppSec at appsec@fas.harvard.edu.
Revised March 2026
Please provide explanation for organizational change:      

|_| Create a new Org and Mega Org 
       (This is a brand-new department in all systems)
	
	What Tub:      	               What Division (Giga Org):                       
	New Mega Org Name:        	New Mega Org Purpose     
New Super Org Name:        	     
Name of the first Org in this Mega:      	Org Abbreviation (3-4 letters):      
|_|  Add new Org to an Existing Mega Org
	
Mega Org:        	New Org Value /Name:        
 	Org Abbreviation (3-4 letters):       
	Existing or New Super Org :         
Super Org Name :        

|_|  Move existing Org to a New Mega Org
	(Some parts of the Department already exist)
What Tub:      	               What Division (Giga Org):                       
	New Mega Org Name:        	New Mega Org Purpose     
New Super Org Name:        	
Section 1a Chart Values -Funds and Activities 





	
	
	Fund Ranges:	|_| Create new fund ranges (provide how many values to set up in each fund range)	
			|_|Unrestricted Designated          # of values in range
		|_| Restricted Gifts	# of values in range
		|_| Restricted Endowments	# of values in range
		|_| Sponsored: FG |_| NE |_| NG  # of values in range
			|_| Use exisitng funds and CVR rules of the Mega Org
			
	Activity Ranges:	 |_| Create new activity ranges	 (provide how many values to set up in each activity range)                    
			|_|Other Balance Sheet	           # of values in range
		|_| Sponsored 		            # of values in range
		|_| Other Income Statement         # of values in range

	|_| Use exisitng activities and CVR rules of the Mega Org

Root Ranges for Faculty:	# of values in range 	Root Ranges for Buildings: 	# of values in range	 
	Notes:      
Section 2 New Aurora Department or Sub-Department



	
|_| Create a new parent Aurora Group/Department (Required for new Mega Org)

Tub:       	Aurora Division:         
Department Official name:       	   Abbreviation (3-4 letters):               
	
Is this an Academic Department (Ladder Faculty Appointments)? Yes |_|    No |_|
 
[bookmark: Text15]	Address or location, if known:       

|_| Create a new Aurora Sub-Department (Optional for new Org)
      (Often created to manage separate teams and sub-groups within a department (ex. faculty labs) )
Existing Aurora Department      
Sub-Department Name:      
Purpose:      


***Important:
You cannot process Aurora actions until PS departments are active in Aurora. Fill out Section 3 and 4      
 
	New Aurora group needs to be added to you and your staff permissions for Aurora, ASIP, FROPS. You cannot process actions until the permissions are adjusted. Go to Section 5 to fill out access forms.

           Notes:     
Section 3 Change Division for an existing Department





|_| Change Division
|_| Aurora	|_| PS		|_| Financial
[bookmark: Text14]Old Division:      	New Division:     
Justification:      
Section 4 PeopleSoft Departments



|_| Create a new PeopleSoft Parent Department
	Department name*:       
	Existing Peoplesoft Parent Department if any?  PS Dept:      
	Address:                             or Location code/Building:      
	Disicipline Name (for ASIP)      

|_|  Create a new 
Child Level Departments: 
	|_|Staff    |_|Temp   |_|  TA/TF    |_|Faculty   |_|Other Academic 




	
|_| Create new T&L group(s):
	 Department name*:            	|_|Staff   |_|Temp  
	Department name*:            	|_|Staff   |_|Temp
Who will be the approver(s) for this group:                HUID         Name:      
Who will be the primary and secondary approvers:  HUID         Name:      
	          HUID         Name:      

|_| Create new AM group(s): 
		Department name*:       			|_|Staff   |_|Temp    
               *Name lengths -14 characters this includes spaces. 
Section 5 Key People for Aurora Approval Process



	FAS Administration
	Name
	Email
	Phone
	Position Title


Budget Analyst	     	     	     	     
Faculty Affairs Admin	     	     	     	     
Faculty Affairs Asst Dean	     	     	     	     
HR Consultant	     	     	     	     
HR Coordinator	     	     	     	     
Payroll Coordinator	     	     	     	     
Department Administration
Department Administrator	     	     	     	     
Faculty Chair	     	     	     	     
Finance	     	     	     	     
Undergrad Coordinator	     	     	     	     
Graduate Program Coordinator	     	     	     	     
Authorized Requestor	     	     	     	     

		
Section 5 Access to Systems

	


Once you are notified that the new department setup is completed, you need to modify access for existing employees and add the new department to their permissions. Please complete the SmartSheet form for each user. 

Link for Smartsheet form: 

https://app.smartsheet.com/b/home?lgt=wf&lrt=s&EQBCT=c095fc0d2b754d97a0144d50d41d121a


Section 6 

Filled by Appsec:

Discipline Code is feeding ASIP and FROPS.
Does this need a separate Discipline code ?   	|_|  Yes   Discipline Code:         Discipline Abbr:       
			   Discipline Name:       
		|_|  No    Use existing Discipline Code:       


Add this Aurora Department to HR personnel permissions in Aurora and ASIP systems.
Add this PS Department to HR permissions for PS.
	HR Consultant Name & HUID        
	HR Coordinator Name & HUID      


Prepared by Department Administrator:    	     
Prepared by Divisional Dean:		      
	Approved by FAS Finance Budget Analyst: 	     
	Approved by FAS Finance Accounting: 	     

