Instructions for Completing the PI Award Interface User Appointment Form

1.
The user should first check mark the field at the top of the form that applies. An explanation of the fields is provided below. 
NEW
Check this field to have a new user set up.  You will need to complete all of the fields listed as per below.   
CHANGE
Check this field to request to have a change made to an already existing user’s record.  Examples of changes would be to remove or add specific project, awards or tasks from a user’s record.  You will need to complete the Name field and any other fields affected by the change with a “from” and “to” indicator.  
DATE OF 

TERMINATION:
Enter the Date of Termination to indicate that an employee permanently left the campus and is no longer working for RF or SUNY.  If a user’s Oracle access is to be removed and the employee will remain active, you can put N/A in this field and in the comments section note to end date Oracle Access. You will need to complete the Name field and Effective Date fields.
2.
Complete applicable sections (new user request must complete all).

Name:
Users full name and middle initial.

Campus Location: 
010 University Center at Albany
Title:
The user’s position title.

Department:
The name of the department where the user works.

Phone:
The users work phone number.

Email Address: 
The users email address.

PIAI Responsibilities:
For most PI’s, the responsibility will be “RF Web PI Award Interface All” which will give them access to all aspects of their accounts.  If the user should only access certain types of data on an account, indicate that here.
Copy Existing User

Access:
If the access should be based on the access given to an existing user, you can put that existing user’s name here.
Access Type:
Indicate one of the following: 

Award, Project, Task, - restricts users access to a specific award, project, and/or task.
Principal Investigator – User can access any accounts where they (or another individual) are the Project Director or Co-Project Director.

Department – User can access all accounts for a specific department, center, School or College.
Access Value:
This is the value that relates to the Access Type chosen.  This is the actual department, award #, task#, project# or Principal Investigator name. 
3.
The user must sign the form.  The user’s signature on this form is acknowledgement that he or she will safeguard the system assets assigned to them and prevent unauthorized use of The Research Foundation computer system.
4.
If the user being added is someone other than the Project Director, the user must obtain a signature from the Project Director authorizing access to the accounts.  The Project Director is responsible for notifying the campus security contact of user termination or transfer.

5.
Submit the form to Sponsored Funds Financial Management, MSC 220 for review, accuracy check and approval.  You will be notified via email when the security access has been established.
1

