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Jan 2024
The DocuSign PowerForm groups access based on transactor’s job roles into three groups.
Please assess what roles are needed for the user as appropriate for their job responsibilities.
1. Transactions for Workforce For transactors who are in roles of HR transaction
Administration processing.
2. Inquiry access for Non-WFA For users who need to just view but not change
Transactors Needing Specific information.
Access
3. Transactions for Funding and For transactors who are in the roles of attaching or
General Ledger changing funding sources to employee’s position.

Do not submit form until all training has been completed and the transactor is an active employee (not before start
date).

Section Instructions Screenshot
Setting Up 1. Thefirstis the PowerForm Signer Information
Workﬂow in requeSting SUperVisor Fill in the name and email for all signing roles listed below. Signers
Docusign to Sign_ will receive an email inviting them to sign this document.

2. The Second iS the At least 1 of the 3 parties in the workflow needs to be unigue.

apprOVing CPO' “Entry in all fields below is required to complete the routing
MAABO or HR otherwise the request will not route :3‘101 will rema-ln unfufiled.
Business Partner as
appropriate. If most are

Please enter your name and email to begin the signing process.

GL I"O|eS, perhapS Supervisor (Required)
MAABO signs, for o Mo -
example. | Full Name |

3. The third to get the
form is your HR DSA
who doesn’t sign but
initiates the KSAMS
requeStS based on thlS Please provide information for any ather
form. signers needed for this document.

4. The form is routed
automatically to named

Your Email: *

| Email Address |

CPO/MAABO (Required)

HR DSA and UCPath Mame:

Security. Full Name |
5. If Section 7 has been

completed, please print Email:

the form after [ Emai Acress |

completing it,
6. and email for approval HR DSA (Required)

to the exception Name:

authorizer. [ ot Narme

User Details | ¢ User's primary HR
Department or the
department assigned-
to (if TES employee,
for example).

e Employee ID is
optional.
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Section Instructions Screenshot
Previous This is critical
Access information to enforce
control over excessive
& cumulative access.
The previous access Is this a transfer from another department in UCI D
needs to be removed In case of transfers, roles from previous job will be removed.
as it was approved by
previous supervisor and
is no longer valid.
Roles Make selections
Requested appropriate to user’s Typical Ties Function KSAMS Role Name | Required?
I’eSpOHSIbI“tIeS WIthOUt Transactions for Workforce Administration (see training matrix at end of form)
. . Initiates n_ewnrup_d_alesexist\ng employee information —r niiator
prov|d|ng eXCeSS'Ve or 1| HR Analyst 2:Z:;:sﬁw;:n:::??&‘ass\gnmems PayPath, or Pay ?Rizf; Ermm"i‘r(:;)/l\ ifiator [:l
Inappropriate access. |l |t o e | o cumpnrousgpont |
Details of training T
curriculum are in Roles
Wiki.
If a role being added to
the list that is not in
this form, supervisor
needs to get approval
before the form is sent
to HR DSA for
processing in KSAMS.
Training If the selected role
Comp|etion requires training, User has completed training for all the selected roles that require training O
We will not be able fo grant access until required training is completed. See Training fo Roles Matrix at the end of this form.
please check box to
certify as such.
Department List the department
Access whose employees the KSAMS Role for Department Level Security UCPath HR Department ID
user needs to access UCP-Campus Department Level Security
or process.
HR Hierarchy report iS UCP-Campus Department Level Security
available here.
Approvals. Approver names and 5. Approvals:
signatures required
R ti
and dated' S::::\zslzs Signature Name Date
CPO/MAABOHRBP Signature Name Date
Exception 1. If arole outside of
request. the list is being
requested. It is
expected that the 5 ?Lii‘éﬁ;;:.é“.ﬁ!!ii;&?Zﬁ;ﬂﬁﬂf?ﬂ:ﬁ?‘é?ﬁ%'ﬂmh v boar etored. For exoplon approvl, gleaseprin s form and
approval from obtain approval by email
relevant central
group has been Authorizer Name Signature
obtained ahead of
submitting the form.
2. If department
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Section Instructions Screenshot
access being
requested outside of
employee’s division,
approval justification
needs to be noted.

3. Note that requesting
access to
department outside
the division or
school will be
approved by DSA of
the other division or
school.

4. End dates of the
exceptions are
required.

Roles-to-Training Matrix

Training Pre-Requisites

"HOTE: Ta gain acce== to UCPath,

e PrE-REqUiB_t'E Training rexuired training courses must be
. Ictad in
LCP1m: POS101: FIW101: Im‘:s:‘g:r"m PPATOT: Imbro ta cnr[lq::l';.
. Indra to lIvtro o Position Intro to Position PayPath
Security Role UCPath Mg, Funding HR Templates P i Tralnlngi;na;afzuls on qu UCPsth wabsne

UCP - Campus HCM Initiatar R R R i R Al A ER T A0
UCP - Campus HR Approver 1] ] ] R [ )
UEP — Campas HEM Ingulrg ] R [ R R R=Required
UCP - Campug Funding Iniiiatar R R [ R R _ i i
UCF - Campus Budget Eriry [ 1] 3 [i] [V] O=0ptiona
UCP - Campus Cost Trersfer nitiator L1} R R [} 1] UCLE
UCP — Campus GL Appeover R R R R R
UCP - Campus GL nagisry ] R R [i] [1]

Recorded or Virtual Instructor Led Training

Recorded or Virtual Instructor Led Training

“POAINZ
UCPeth | FIN20Z UCPath “PEATED PRAIZD BDPAD:
Mav & Positien Liwad Hama “TEMZ01 "TEM302 PayPath PayPath “PROZ0Y “ABMI20
- Position Funding LT Tamplate Tamplate Actions Pr. | Actions Pt Payroll Absence “DROGM Budget
Security Role Contral | Entry Recording | Trans Pl | Trams Pl 1 1] Raquest Mamt. Direct Rotro | Distributicn

UCF — Campus HCM Iniatos R R R R R R ] R R o o
UCF - Campus HCM Approver R R R R R R R [ R o 2]
UCF — Campus HCM Ingquiry 1] [4] 1] [1] [1] 1] 1] [1] [1] [+] [1]
UCF - Campus Funding Enitiator R R © w = R o R w o R
UCF - Campus Budget Entry 1] R [¥] 0 [v] ] Q 0 [v] [v] R
UCP - Campua Cost Tranater Inliator R R = . L v o v v R L
UCP - Campus GL Approver R R Q o o R Q H [1] H R
UCF — Campus GL inguirg o R o a 1] 1] [2] [7] [1] o R
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n af Finance ard

dministratizn | Witk Lo« For L)

UCPath User Access Request DocuSign PowerForm

campus Transactors
This fbumm is 3 Source gocument for user's KSAMS access request for UCFam online sscuniy.

LA 2

Sppardaer CHOMRAKD I D54
wE

WHm
s

Supervisors complete this form.

1. Usaer Dotaia:
User's UCInetiD Date
Working/Payroll Tile
Users Name
Ltsar's Dapartment R
Employee ID [Primary Jok]
2. Previous Access:

Ia thia a h:mflrfrmamﬂ_'ﬁparhmltinlﬂlj
In case of transkys, mles m presious job wil be removed

3. Roles Requested:
Typical Tiles Function KSAMS Role Name |He|plur1
Transactions for Workforce Administration {ses fraining matyix at end of form)
Initiates new or updates exising employes information -
1 | HR Anayst Such as hires, posiions assgrments, FayPah, or Py | UCF-CAMpUS-HCM nitsior |
changes. LOA. {Requies Treining)
Approver of HR. Agpeoves ransactions for new or exising employes
2 | Anayst information such as hires, pasitions assignments, Iltlmium'rim" + O
Fransactions. FayPaih, LOA, or Pay changes.
HR Analyst _ . » UCP-Campus-Funding Iniator
o s . mmmmmwm {Requires Training) D
0 positions
Inquiry access for Mon-WFA Transactors Meading Specific Accesa (a6 fraining matrix at end of form)
R InQu Inquire payTail, absence, Worlkshidy, of job inso related
. mm? information of empioyees the is authorz LICP-Campus-HCM inguiry with
a."“; for, inclues; the WFA with PIl and HealthCare: il [Requires Traiing) O
sensiive Facitalor pages. Sensitive role jusification required.
HR Inquiry only INquIE payTail, ADSENCE, WOTKSHAdy, Of Jo PR FElated 5
5 | winnoacossto | information o the ransackr s ainorizeg | Lor-CamPus HCM ingury Ko
e m,mesru'!wﬁi' e Pl [Requires Training) O
| Famil o HR information as needed and o Exiend Leaves and UCP-Campus-LOA [Requires D
AnElysts Retum Empiyess from Leave jroie also incuded in. | Training)
HCM Initiaior).
PaymilBenefits’HR. | Functions 2= Heallh Care Faciltator [HCF) can view
8 | Anatysts for employee’s benefits information rmie also included in | UCP-Campus-HCF O
sk UCPath. Submit a Salessorce ficket o UCPath fo—
9 | supponanaysts | for data change refated to empioy i UCP-Campus-Supporl H
for WA requests | grofe also included in HCM Initisfor).
Transactions for Funding and General Ledger [aes training mairix af end of form)
0 | HRAnass o Fritiates funding enties for employes's position UCP-Campus-Funding Inisator
Tm nifiates franser of Gosts of an employes from one
perfom funding sourse t0 anofher funding source. Also LUCP-Campus-Cost Tramsiers
| S e ey | cistibutes orredistibutes benefis costs overonear | etitor {Requires Training) O
ey mare fumding sourses.
= [ . wma;:msummmm ucpcampm-mn?a&my 0
Analysts o (Requires Training
Agrovers of
- . | Agpeover of Funding enfry, Benefits cost ransser, and | UCP-Campus-Genesal Ledger
L= ;iﬂ_f“mm direct retro transactions. Approver {fequires Training) O
" _Fl'“mi m“n Review GL information for position fumding and cost UCP-Campus-GL Inguiry D
= Tansfer stans. {Requires Training)
Other Roles Mot in List Above
= Add role not n st above D
— Add role not n st above D

For detailed descipion of authonzaoons, please review Roks Wik availabie fom DipEiucoatt uef sysseoui
*For mie nof i S, enter he KSAMS e rame and complete Section T below
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UCI Division of Finance and Administration | With U « Far U

UCPath User Access Regquest DocuSign PeowerForm
Campus Transactors
4. Training Complation:
User has compieted training for all the selecled roies hat require Faining O
e will noi b bl do gret e il mequied frsining is compleied. See Tmining do Rinkes Mak of fhe eod of this foom

5. Departmant Access:
What departments does fis user need access o7

FEAMS Foke for Depariment Lvel Securty | UCPain Hi Deparment 10

LCP-Campus Degarment Level Seariy
UCP-Campus Depariment Level Seaurty
Nae: Reiew Cogros repor HR Hiermrchy Report RUGTTH6 i oelenmine a0pmpnae level of Gepanment aceess.
6. Approvals:
Requesating
Superviaor e Mams Date
GPOMAABOHREBR S Name Date

7. Excaplion authorizer's approval and justification.
Pisgse Compler this Secion only when Roie 15or 16, or bofh, have been oersd . Fov excepion 30prmval, pisase D this fom and

bR appVal by el
Authorizer Hame Signature
HKSAME Rivle Name HE Dot joniyior End Date

Depr Leved Foie)
IR

Approval &

Justification IR

This farm and security access requests are govemed by W1 UCPam Security policies.
UG Securily policies are at hips:\waw. secunty. uci edupmg mmpodicy’
LTI UCPam Sysiem ACCESS [Seu.rrtﬂ frocass Eat EEE'I'{HEEE i Eﬁliigg
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