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User Appointment Form for PI Award Interface and Quick View
Section I: Required User Information for RF Business Applications
Complete this section to request that a new user be added or if a change has occurred.  
(  New 
( Change of Access 
  ( Leave of Absence
 ( Termination Date _________
Name (Last, First, MI):  ____________________________
Email Address:  ____________________________
Title:  ___________________________________________
Dept:  _____________________________________
Start Date: _____________ End Date (if applicable):  _____________

Section II: Required Access Information for RF Business Applications
Choose one or a combination of the following responsibilities.
( Add ( Delete   PIAI ALL       


( Add ( Delete   AP INQUIRY
( Add ( Delete   QUICK VIEW


( Add ( Delete   AR INQUIRY
( Add ( Delete   APT SUMMARY


( Add ( Delete   PO INQUIRY  
( Add ( Delete   AP/PO/REQ INQUIRY

( Add ( Delete   PEOPLE INQUIRY
Security Type: Check the security type and list the value that will allow the user access to that data. A user could be granted one or a combination of these security types. 

( Award(s):  ________________________________________________________________________________
( Project(s):  ________________________________________________________________________________

( Task(s):  __________________________________________________________________________________

( Principal Investigator:  ______________________________________________________________________

Access to RF Funded Awards   Yes (  No  (
Section III: Required Signatures for RF Business Applications
The user’s signature on this form is acknowledgement that they will safeguard the system assets assigned to them and prevent unauthorized use of RF Business Applications.     

________________________________


_______________________

User Signature





Date

Supervisor must sign the form.  The supervisor’s signature on this form is authorization to add the user to RF Business Applications and confirmation that the user requires access to RF Business Applications to perform job duties.  The supervisor will notify the campus security contact of user termination or transfer.

__________________________________


_______________________

Supervisor Signature




Date

Campus security contact’s signature on this form is authorization to grant access and to confirm accuracy of data. 
__________________________________


________________________
Campus Security Contact Signature



Date

Section IV: Office Use Only
User ID:  _________________________


Date Completed: ___________________

Instructions for Completing the PIAI and Quick View User Appointment Form

Section I:  Required User Information for RF Business Applications

Check the appropriate box to indicate if this is a new user, to make a change to an existing user’s access, if the user is going on an extended leave of absence, or if the user is terminating and his/her access needs to be removed.  If the user is terminating, please indicate their last day.

Complete the Name, Email Address, Title, Department and Start Date fields.  If the user will only need access for a limited period of time, please indicate that in the End Date field.  If the user should have continuous access, leave the End Date blank.

Section II:  Required Access Information for RF Business Applications

Responsibilities – for most Principal Investigators, the responsibilities will be PIAI All and Quick View, which will give them access to all aspects of their accounts.  If a user should only access certain types of data, check the appropriate box or a combination of boxes.

Security Type – a user may have the following types of access: Note that they can have one or a combination of security types.


Award – allows access to all projects and tasks under an award.


Project – allows access to all tasks under a project.


Task – only allows access to a specific task under a project.

Principal Investigator – allows access to all awards where they (or another individual) are the PI or Co-PI.

Check the appropriate box or a combination of boxes and list the value for the type of access.  The value will be the award number, project number, task number or PI name.  For example:


Award(s):  12345










Project(s):
1234567









Task(s):
1











Principal Investigator:
Smith, Dr. John





Access to RF Funded Awards will allow the user to view awards that are funded through an RF allocation account (incentive and FRAP awards).

Section III:  Required Signatures for RF Business Applications

The user must sign the form.  The user’s signature is acknowledgement that he or she will safeguard the system assets assigned and prevent unauthorized use of The Research Foundation computer system.

The PI, or designee, must sign the form authorizing the access to the accounts.  The PI’s signature is also confirmation that the user requires access to RF Business Applications to perform job duties.
Submit the form to Sponsored Funds Financial Management, MSC 220 for review and approval by the campus security contact.  You will be notified via email when the security access has been established.
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