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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. 

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 

Workflow in 
DocuSign 

1. The first is the 
requesting supervisor 
to sign. 

2. The second is the 
approving CPO, 
MAABO or HR 
Business Partner as 
appropriate. If most are 
GL roles, perhaps 
MAABO signs, for 
example. 

3. The third to get the 
form is your HR DSA 
who doesn’t sign but 
initiates the KSAMS 
requests based on this 
form. 

4. The form is routed 
automatically to named 
HR DSA and UCPath 
Security. 

5. If Section 7 has been 
completed, please print 
the form after 
completing it, 

6. and email for approval 
to the exception 
authorizer. 

 

1 User Details • User’s primary HR 
Department or the 
department assigned‐
to (if TES employee, 
for example). 

• Employee ID is 
optional. 

 

1. Transactions for Workforce 
Administration 

For transactors who are in roles of HR transaction 
processing. 

2. Inquiry access for Non-WFA 
Transactors Needing Specific 
Access 

For users who need to just view but not change 
information. 

3. Transactions for Funding and 
General Ledger 

For transactors who are in the roles of attaching or 
changing funding sources to employee’s position. 

https://powerforms.docusign.net/64e1354d-f587-4ce8-b489-d423a02e961a?env=na3&acct=52c64a60-b22f-4e08-a899-74fad2a658b1&accountId=52c64a60-b22f-4e08-a899-74fad2a658b1
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 Section Instructions Screenshot 
2 Previous 

Access 
This is critical 
information to enforce 
control over excessive 
& cumulative access. 
The previous access 
needs to be removed 
as it was approved by 
previous supervisor and 
is no longer valid. 

 

3 Roles 
Requested 

Make selections 
appropriate to user’s 
responsibilities without 
providing excessive or 
inappropriate access. 
Details of training 
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. 

 

4 Training 
Completion 

If the selected role 
requires training, 
please check box to 
certify as such.  

5 Department 
Access 

List the department 
whose employees the 
user needs to access 
or process. 
HR Hierarchy report is 
available here. 

 

6 Approvals. Approver names and 
signatures required 
and dated. 

 

7 Exception 
request. 

1. If a role outside of 
the list is being 
requested. It is 
expected that the 
approval from 
relevant central 
group has been 
obtained ahead of 
submitting the form. 

2. If department 

 



Job Aid 
UCPath Campus User Access Form 
Jan 2024 
____________________________________________________________________ 

Page 3 of 5 
 

 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 
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